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Apprenticeship: training by time-serving 
Greased lightning at your service 


Marketing studies: a roar of change overdue 


Photocopying made simple 


MIND 
YOUR 
HEAD— 
DANGER 





TAN-SAD 


POSTURE SEATING 
OF ADVANCED DESIGN 


for the modern office 


For full details of the Tan-Sad range please write to 
THE TAN-SAD CHAIR CO., (1931) LTD 
Lincoln House, 296/302 High Holborn, 
London W.C.I. * Telephone: CHAncery 9231/7 
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Reed Paper Group’s growth into world markets 





Now a Roman piazza is next door 


A VITAL FOOTHOLD FOR THE REED 
PAPER GROUP IN THE COMMON MARKET 

that is the outcome of the Group's new partnership with 
La Centrale Finanziaria Generale S.p.A. of Milan, with 
whom it has set up a holding company, SICAR S.p.A. 
Already SICAR has acquired a controlling interest in a major 
packaging business, now renamed Rexim-Bugnone S.p.A., 
and is building a carton board mill in Southern Italy. 

The challenge of the Common Market's 170 million people 
has sent Italian industrial output soaring. Production has 
increased faster than any other member of the Six. In line 
with this exciting trend, the Italian paper and board industry 
is growing at the rate of 12°, a year 

The Italian today uses on average only 60 Ibs. of paper and 
paper products compared with the 140 Ibs. of his cousins in 
the rest of the Common Market, and the 224 Ibs. in the 


> 
- 


United Kingdom. Thus the growth potential is enormous; 
indeed, demand may well double in ten years. 

This new partnership in Italy is typical of the global 
pattern of expansion of the Reed Paper Group. A £37 millicn 
transaction last year brought three Canadian companies 
Anglo-Canadian Pulp and Paper Mills Ltd., the Dryden 
Paper Co. Ltd., and the Gulf Pulp and Paper Co.—into the 
Group. Other developments include a £24 million pulp and 
paper mill under construction in Norway and a £2 million 
packaging organisation operating throughout Australia. 

To each of these partnerships, the Reed Paper Group 
brings its vast technical, research and production experience. 
Each member company, for its part, makes full use of its 
knowledge of local conditions and markets. 

The Reed Paper Group is now firmly established in the 
four main trading areas of the free world—the Dollar 


BUSINESS 


* 





THE COMMON MARKET 





to an English supermarket 





Market, the Commonwealth, the European Free Trade For a copy of “Reed in the World”, an illustrated account 
Area and the Common Market. The next few years will of the activities of the Reed Paper Group, please write to :— 
see new enterprises started and existing projects developed Reed Paper Group, Group Publicity Department, Blackfriars 
further as part of the Group’s efforts to expand and House, New Bridge Street, London, E.C.4. 


diversify its activities in this country and all over the world. 


REED PAPER GROUP R r 
A world-wide partnership zi ec¢ C 


producing pulp, paper, board and packaging “ep oR? 





Visit our stand at the Packaging Exhibition, September 5-15. 
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THE MOST OUTSTANDING EVENT IN THE FIELD 
OF OFFICE EQUIPMENT 


PARIS 13°-22-0CT.1961 


PALAIS DE LA DEFENSE 
* 





42" INTERNATIONAL SHOW OF 


OFFICE EQUIPMENT 


ARRANGEMENT - FURNITURE - SORTING - FILING 
WRITING - DRAWING - PRINTING 
SOUND RECORDING AND TRANSMISSION 
| BOOK-KEEPING . CALCULATION: DATA PROCESSING 
: CORRESPONDENCE - CONTROL - PLANNING 


information : SICOB - 6, place de Valois - Paris 1” 
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ECONOMIC PROSPECT 


Can we export 
our surplus capacity ? 


Industrial production is rising steadily once again, and there is a fair chance of a 
further significant increase. New plant which was started in 1959 and 1960 is now 
coming into production, with a consequent increase in industry’s over-all potential 
capacity. The future of industrial output now hinges on whether or not demand will 
hold up sufficiently after the “ little budget” to justify maximum production. Alter- 
natively, as the Chancellor no doubt intends, this extra capacity—and a certain element 
of slack which is beginning to appear in such industries as consumer durables, cars, and 
light steel products—could be directed at export markets. 


Better trade >» Imports are falling, and should continue to do so as 
stocks are run down. 
prospects 


> Exports are still running at the same level as in the last 
few months, but may rise as the U.S. economy gets into 
its stride again. 


» Gold reserves have weakened still further, and the 
months of normal seasonal pressure are just ahead. Some 
improvement may be looked for from the restraints of 
the “ little budget ” and the revival of the U.S. economy. 


Some improvement in the currently tight labour 
market is to be expected in the next few months. 


: > Building material exports are falling in the face of 
The effect of high home demand. 
home orders 


> But a falling rate of home orders for machine tools 
and shorter delivery dates are winning more foreign 
orders for the industry. 


» Retail Sales are certain to retreat from the high levels 
recorded immediately prior to the “ little budget.” 


>» Raw material prices have begun their seasonal decline. 


»> The U.K. terms of trade are now more favourable than 
at any time since the war. Maintaining the improvement 
still hinges, however, on bettering our export performance. 
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araldite 
epoxy 
resins 
for 
corrosion 
resistant 
coatings 
and 
laminates 


Araldite is a registered trade mark 
CIBA (A.R.L.) Limited Makers of synthetic resins and adhesives Duxford, Cambridge 
AP 598 
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EXPANDING 
WITH 


MORE PERMANENT CAPITAL 

is a prerequisite of expansion 

ICEC, with 16 years’ experience, is expert in providing 
the right form of capital— 

long-term loans and/or share capital— 


to match management initiative 


Shareholders: The Enelish and Scottish Banks 





‘CAPITAL FOR BUSINESS’ will be sent on request 


Industrial & Commercial 
kinance Corporation Lid 


LONDON 
7 Drapers’ Gardens, EC2. National 8621/5 


and branches in industrial centres 
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ONE 
HAND 


is all that is 
needed when using 
the famous model 81 


PUNCH HOLE 
RECORDER 


Combining the advantages of modern 
appearance and design, this recorder com- 
bines ease of operation with accuracy of 
recording. 

Available either with automatic solenoid 
operated printing mechanism or with 
manually operated printing lever, the 
machine is designed to cover up to 10 
registrations per day for a full seven-day 
week. 

Automatic two-colour mechanism is 
standard on both models so lateness and 
overtime can be recorded in red, thus 
minimising the work of the wages office. 

The Punch Hole mechanism, which also 


prepositions the card, is automatic, as is 
the day change, which repositions the card 
receiver at midnight. 

Driven either by synchronous motor 
operating on 220/240 volts A.C. or one min- 
ute impulse propellment through a Master 
Clock system, these metal cased recorders 
are of sturdy construction and pleasing 
design. 

Demonstrations arranged to suit your 
convenience. 


BLICK TIME RECORDERS LID. 


96/100 Aldersgate Street, London, E.C.| 
MONarch 6256 
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’Fridge-Men out in the Cold 


There has been another marked drop in the demand for refrigerators, 
and stocks are once again expected to reach a very high level by the 


end of the year. 


Manufacturers are becoming increasingly concerned 


about the industry’s prospects, they are undoubtedly being hit much 
harder by hire-purchase restrictions than other sectors of the domestic 


Deliveries of British made 
domestic refrigerators to the home 
market totalled 117,805 in June, 
this is a decrease of 7 per cent on 
the June, 1960, figure. But total 
deliveries over the first six months 
showed a decrease of 18.2 per cent 
on the same period of last year. 
At the end of June manufacturers’ 
stocks were at 228,000, compared 
with 103,000 a year earlier. 

One school of thought in the 
industry is talking in terms of a 
total stockpile of about 600,000 
refrigerators by the beginning of 
1962. The refrigerator manufac- 
turers claim that unless home 
demand is restored and kept high, 
production costs will rise and they 
will be forced out of highly com- 
petitive markets overseas. 

Recently the outlook for makers 
of washing machines, television 
sets, and similar products, has also 
been rather gloomy. The output 
of washing machines is currently 


remaining fairly steady, but the 
demand remains well below the 
hopes of the manufacturers. 
Steel. Production fell to a weekly 
average rate of 380,200 tons during 
July, taking output down by 3 per 
cent from the level reached in the 
same month last year. A con- 
siderable percentage of the fall 
from the June weekly rate of 
477,500 tons is almost certainly 
due to the start of the holiday 
period—but some of it appears to 
be due to a further slight decrease 
in demand. Owing to holidays and 
temporary closures it is estimated 
that the industry is working at 
about 80.1 per cent of available 
capacity, compared with 84 per cent 
in June. 

No clear indication of the trend 
in demand will be available until 
later this month, September. 

Currently the usage of steel is 
reported to remain reasonably high, 
but the extent to which fabricators 


BUSINESS SHORT-TERM PRODUCTION FORECASTS 


Consumer Goods 


Production of consumer 
goods will continue to 
rise during September but 
at a slightly lower rate of 
increase. 

Further outlook good. 


Capital Goods 


Output of producers’ 
will continue to 

rise in September with 

no change in the rate of 

increase. 

Outlook still good. 


A summary of the analysis will be supplied on request. 
These forecasts are based upon the monthly analysis made by 


BUSINESS of orders received in contract enginee 
The Editor wishes to thank members of the 
INDUSTRIES ASSOCIATION, 


contract n. 


ENGINEERING 


ring and 


FEDERATION OF ENGINEERING DESIGN 
CONSULTANTS, and other design consultants for their 
co-operation. 
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are drawing on stocks is unknown. 
If the users continue to draw on 
stocks, following the recent price 
increases, output will have to be 
trimmed back still further. 
Non-ferrous metals. Activity in 
industry is beginning to lessen, 
implying thinning order books over 
a wide range of general engineering 
industries. In the past few weeks 
some of the bigger units that have 
been running 10 per cent or more 
below last year’s levels, have been 
finding orders harder to come by 
and expect the decline to continue. 
Machine tools. There are indica- 
tions of an improved export posi- 
tion in the industry, since the 
shortening of delivery dates is now 
enabling the industry to win more 
orders from abroad. 

Reactors. After a fairly quiet 
period, British reactor builders may 
get some export business before 
the end of this year. Tenders have 
recently been submitted for two 
nuclear power stations of 150,000 
kilowatts each to the Indian 
authorities. 


Commodities 

Corn crops. The yield of British 
corn crops in general is expected 
to be about average this year, des- 
pite the wet winter and the cold 
dry spell during the growing period. 
With barley, the most important 
feeding grain, an average yield 
would produce a total harvest of 
nearly 44m. tons. 

Cotton. A _ reduction of some 
350,000 bales in the probable cot- 
ton crop in the U.S. has been fore- 
cast. Early in the season it was 
predicted that the crop would be 
around 13,918,000 bales. 


Consumer goods 

Beer. Output in June was the 
highest for that month since 1947. 
Even so, it appears that the big 
gains scored by the brewing indus- 
try over the past two years is 
beginning to flatten out. 
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A great deal of thought and understanding 
has gone into the design of Bell & Howell 
FILMOSOUND projectors. Every detail of perform- 
ance has been methodically developed to meet 
industry’s special need for brighter pictures, 
better sound and fuss-free operation. These 
features explain why more industrial organisa- 
tions choose FILMOSOUND projectors than any 
others. 

3% Filmosound projectors are fully portable — light in 

weight and completely self-contained. 


% Up to 1,200 watt lamps can be used for big, bright, 
penetrating pictures. 

% Sound output of 17 watts delivers clear-as-a-bell 
sound track reproduction. 


% Factory-sealed permanent lubrication never needs 
attention. 


3 All critical working parts have sapphire inserts to 
prevent wear and tear. 


*% The forward/still/reverse switch allows any part of 
the film to be studied in detail over and over again. 


% A variety of Filmosound models is available to answer 
specialised needs — including magnetic recording 
and playback. 


% Filmosound projectors are backed by world-wide 
Bell & Howell servicing facilities. 


For larger auditoria, the Bell & Howell 
FILMOARC projector is available with Carbon 
Arc or Xenon Lantern illumination. 


For descriptive literature, please write to: 


The Industrial Department 


Bell & Howell 
projectors 
put your 
story across 
with powerful 
impact 





BELL & HOWELL 


CINE EQUIPMENT 





(\~ RANK PRECISION INDUSTRIES LTD., 37-41 Mortimer St., London W.1. Tel: MUSeum 5432 
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a “Yes, was up there 4 
et 6 Seen only last week. ‘ 
§ old Wilson's Seems to be doing : 

' 


> pretty well, 
4 new offices! doesn’t he?” 
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Yes, indeed, Wilson seems to be doing pretty well. Just look at those panelled 
walls . . . sheer luxury! The chap must be a business genius. 

Truth of the matter is, Wilson is no genius. He’s just a good businessman. He 
knows that a good-looking office is good for his Company's prestige and not 
only that .. . it’s good to work in. Most people realise that, but Wilson went 
one better . . . he went to Walways. Wilson soon discovered that the 
Walways System of Executive Partitioning costs no more than ordinary parti- 
tioning, but it has that wonderful * luxury look.’ 

More than that, Walways have an exclusive method of erection that makes 
them more economical than other systems. In fact, Wilson being a methodical 
man, has listed fourteen separate advantages of Walways Executive Partitioning. 
Perhaps he is a genius after all! 

If you would like to study for yourself the fourteen advantages of the Walways 
system, please write or telephone to:— 


Waddells (Stratford Steel Equipment) Ltd., 
% Stirling Corner, Boreham Wood, Herts. 
Telephone : Elstree 5441. 


EXECUTIVE PARTITIONS 
GO ONE BETTER—GO TO WALWAYS! 





KEY INDICATORS 


me a a <q INDUSTRIAL PRODUCTION 


The outlook for industrial production has taken a 
turn for the better. The June index, at 123, was one 
point up on the month. New pliant coming into produc- 
tion means that output could rise further, but this depends 
either on home demand holding up in the face of the 
Chancellor's July measures, which is doubtful, or on the 
new capacity being switched to export production. 








EMPLOYMENT POSITION 


There are signs that the pressure on the labour 
market may be levelling off. But little improve- 
ment is yet apparent. in July the excess of advertised 
vacancies over registered unemployed fell slightly from 
167,000 to 137,000. Unemployment fell once again in 
this month, but the rise in jobs available was less than the 
seasonable average. July is normally the worst month 
for the labour market, and some improvement is to be 
expected when the August figures are published. 








TRADE GAP 


The over-all balance of payments trend is now 
showing appreciable improvement. Results over 
the last three months have been censistently encouraging, 
but further considerable improvement is required before 
the position can be regarded as satisfactory. Although 
the gap widened slightly in July—from £20m. to £28m.— 
the previous month’s result was exceptional, and the 
latest figure is consistent with the general trend. 








GOLD AND CONVERTIBLE RESERVES 


Gold reserves are still falling, and the outlook is 
unfavourable. In July, reserves fell ey £114m.—the 
biggest monthly drop in ten years—to £876m. A special 
factor, however, was the repayments to the European 
Central Banks who had stockpiled sterling as a stabilising 
measure after the devaluation of the mark. The effects 
of the Chancellor’s restraints on home demand have 
E1960 still to be felt. But the seasonably unfavourable period 


“7 oo ;>FMAMI Ss AS ON rr for sterling lies just ahead. 


industrial production in June was 3 per cent up on the January level 
Unemployment is now equal to |.2 per cent of the working population. 
Imports of industrial materials fell by 8 per cent in the second quarter. 


ae GOVERNMENT SPENDING 


Cumulative Pay a 4 EXPENDITURE “ BELOW THE LINE” 


from Ist April 1961 : The retrenchment of Government spending 
800 promised by the Chancellor should make its 

biggest impact in the category of expenditure 
600 “ below the line.” No official revision of the estimate 
400 for the current year—originally £1,089m.—has yet been 
200 








announced, but even before the “ little budget” actual 
spending was running well within the schedule. Total 
to the end of the first week in August was just over £270m. 





So] 7 S718 58/9 53960 oof! 


ADs TO THE CHARTS The charts showing Five Year Trends use mostly monthly or quarterly averages so that they 
are comparable with the charts alongside them showing the more recent trends. Details of the statistics used im the charts, aud other related 
statistics, may be had om application. 
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CAPITAL SPENDING THE NATION 4 


FACTORY BUILDING APPROVALS p> 


Although work on hand should keep the building 
industry operating at peak capacity well into 
1962, the spate of new industrial and commercial 
erders has passed its peak. New schemes approved 
rose by 10 to 640 in the second quarter of the year, but 
the area covered fell from 17.4 to 13.5m. sq. ft. Exports 
of building materials were lower in this period, the total 
value falling by £1.1m. to £17.4m. 





MACHINE TOOL ORDERS 


Machine tool exports are rising. Shortening of 
delivery dates in the machine tool industry—a result of 
the falling rate of new home orders—is making it possible 
to win more export orders. Nevertheless, home orders 
are stili high. At the end of May, the latest month for 
which figures are available, total outstanding orders were 
valued at £112.5m., compared with £110.1m. in April. 





| HOME BUILDING STARTS 


The house building boom is continuing as strongly 
asever. inthe second quarter of this year house building 
starts were up from 73,000 to nearly 96,000. Seasonal! 
factors were of course partly responsible for this sub- 
stantial increase. House completions in the first six 
months—at 144,500—were — higher than in the 
same period last year. As a result of lengthening con- 
struction times, it is not expected that total completions 
this year will be much above the figure of 298,000 , 
recorded in 1960. tse Ind Ind ath 





Machine Tool export orders were worth £3.5m. at the end of May, compared with £2.6 in April. 
Brick production rose 3 per cent in the first six months of the year. 
Cement production roie by 8 per cent. 


CONSUMER SPENDING 


RETAIL SALES > 


Retail sales are not expected to maintain their 
midsummer peak. In July, the index reached 118, 
compared with 114 in the previous month. The sub- 
stantial increase over the June figure, the biggest since 
last October, was due mainly to heavy buying prior to the 
“little budget.”” A high level of trading was reported 
from all types of shops, and even durable goods were 
doing well in the period. Some cut-back is inevitable 
when the Chancellor's measures have had time to take 
effect. 








WAGE RATES Bist Inn 1956= 100 


It is now obvious that the various trade and pro- 
fessional unions do not intend to co-operate in the 
Government’s policy of wage-freeze. At the time 
of the Chancellor’s announcement, wages were con- 
tinuing their slow upward drift, and the June index of 
weekly wage rates was 125.0, compared with 124.5 in May. 
A subsequent increase in pressure has shown itself, but 
the outcome of the struggle has yet to be seen. 





j'rFmeaAamMmistEaASsS OM DO 


The durable goods sales index rose from 117 in May to 12! in June. 
The food sales index fell from 113 to 11 in the same month. 


CREDIT AND PRICES, PAGE 17 
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Stance and stactteststerests 


The Managing Director likes his golf, and 
latterly he has discovered how to lower his 
handicap (in more ways than one). He took 
the advice of a fellow member who said 
‘‘when work interferes with golf ...call in 
Pitney-Bowes’’. Straight away he discovered 
that a Pitney-Bowes Postage Meter machine 
is a great asset, even in his small business 
and how simple it is now that no-one can run 
out of stamps (they don’t use them any 
more), and that confounded post book with 
its discrepancies is just a memory. He found 
too that the small folding machine made by 
the same company saved more time thana 
radionic lost ball detector. 


Thanks to that conversation at the golf 
club he also knows all about Pitney-Bowes 
letter openers, cheque signers, inserters, 
coding and counting machines, addressing 
machines, etc. Now he has no end-of-day 
delays, lower overheads—and more time 
for golf. You can obtain a Pitney-Bowes 
brochure describing all their equipment by 
writing to Mr. J. Bull. 


Pitney -Bowes LTD. 


CORPORATING UNIVERSAL POSTAL FRANKERS LTD 
175-176 TOTTENHAM COURT ROAD LONDON W1 LANGHAM 0331 
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PROBLEM No. 2 


; 


1 ts throughout the worid s up before y 


your customer: and we back our juc 
ther risks as well) throughout the entire credit period. Backed by E.C.G.D. you 


the-minute credit ratings on 140,000 


FIND OUT FROM E.6.G.D. ccc. cas oie wou us 
é y P 1 close that export deal and we'll suggest the right 


Phone u t 
igement by insuring your business against default in payment (and a 
can take on new customers just a 





nfidently as you have been handling your old ones. 


EXPORT WITH AN EASY MIND | #1 outa o0u « ro 


t 29428 


% 3irmingham: 7 Edgbaston 4375 
‘ aristol 22011 
Edinburg sledonian 3004 
) T Giasgow 
au % « Cen 8 
Head Office: Te 





Find out all about it from your local office now: 
ds: Te Lee 


Tei—Liverpool 
Central 5756 


8 108. 


Leec 


Liverpoc 
Manchester: Te!— 
anchester, Centra! 8861 


Newcastie-upon. Tyne: Tei— 

Newcastie-upon. Tyne 29838 
Nottingham: Tei—Nottingham 46685 
1: Tel—Sheffieid 29181 


Sheffie 
Monarch 6699 





EXPORT CREDITS GUARANTEE DEPARTMENT 
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Our staff aren’t overworked... 


but their output is amazing ! 


Wasn't always like that, mind you. At one time the amount 
of paper work was growing so fast we couldn't keep pace. But Primus 


Continuous Stationery solved the problem. tae * There we 
= =» Primus man 





Our girls now turn out in 2 hours what took them 3 before, and | in your area 
they don’t make so many errors. According to the Primus man a = FG) who will be 
typist spends more than half her time collating sets of forms, Un. glad to show 
inserting carbons and putting them into her machine. “ Primus ete J po at ~af 
cuts that out,” he said, “ and enables them to spend all their time =o 2 how Primus 
doing what you pay them to do—type.” Reckon he was right. Continuous Stationery can 

What specially tickled me, though, was that there was no capital weansicsacthemmenna 
expenditure—we’re still using all our original machines. 











a exoouct or CARTER-DAV'S Lip. 


continuous stalione Ty = ro ne ap 7 LONDON, $.8.1 





@ELPAST | BIRMINGHAM *: BRISTOL : CRAWLEY : DUBLIN : EDIG@UBOH © GLASGOW * LEEDS < LEICESTER < LIVERPOOL ° MANCHESTER © NEWCASTLE 





16 


BUSINESS 





CREDIT 


BANK ADVANCES p> 


The response of bank loans to the “ little budget ” 
has been marked and immediate. in the month to 
mid-August advances of the || London clearing banks 
fell by £98.1m. to £3,577m. With the exception of the 
nationalised industries, whose borrowing increased by 
£3.5m. in the period, the decline was spread evenly over 
all classes of borrowers. The cut-back has enabled the 
banks to increase their special deposits without weakening 
their liquidity ratios. 


HIRE PURCHASE DEBT 


it is as yet too early to see what effects the 
“little budget” has had in the H.P. sector. in 
June, the latest month for which complete figures are 
available, the total debt rose by £8m. to £95/m. The 
increase is confined to money owed directly to finance 
houses. That owed to household goods shops remained 
at £306m. Motor H.P. was slightly down over the month, 
but was still 134 per cent higher than in June, 1960. 


STATE OF THE NATION 5 
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Average liquidity ratio of the banks was maintained at 32.9 in August, 


PRICES 


H.P. debt owed directly to finance houses was £65im. in June. 





RETAIL PRICES > 


The Chancellor’s surcharges on revenue taxes are 
officially expected by the Treasury to raise the cost 
of living by about I} points. Prior to the “little 
budget’ retail prices had temporarily levelled out. 
in July, the latest month for which figures are currently 
available, the index stood at 115, the same as the record 
level reached in the previous month. 


RAW MATERIAL PRICES 


The combined raw material and fuel index has 
begun to fall again. The July index was 100.6, com- 
pared with 100.8 in June and 101.6 in May. Last year's 
July figure was 101.6. The decrease, partly a seasonal 
phenomena, was attributable to a fall in the prices of raw 
wool and foodstuffs. Higher electricity prices contri- 
buted to a rise of 0.7 per cent in the fuel index alone. 


TERMS OF TRADE 


The U.K. terms of trade are showing a notable 
improvement, and are now at their most favourable 
since the war. in July the index fell 2 points to 86. 
The whole of this improvement was due to a fall in the 
import price index—2 points to 97 over the previous 
two months. The export price index was unchanged 
at 112. 








Lime | 
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The Financial Times Index of Commodity Prices stands at 79.14, 0.15 points up on the year. 
The index of tramp shipping freights fell 2.9 points in July to 105.8 (1960 : 100). 


Tramp time charter rates fell by 2.2 points to 109.0 (1960 : 100). 
END 
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HONEYWELL 


they increase man’s skill 


Honeywell know how to extend the reach of man’s hands and brain. 
heir process controls make his judgement more certain, help him to 
maintain product quality right down the line. 

Their heating controls give him freedom to choose or to change indoor 
‘climate’ just as he wishes. And with their computers he can do eight 
jobs at once . . . Small wonder that Honeywell are in such demand to 
increase the speed and the skill with which men can work. This is 
now not merely a success story — it’s a world-wide tradition. 


Honeywell Cnbals Work Eaeyshoe 


THE ELECTRONIK 

symbol of Honeywell’s international 
leadership in process control—is one of 
more than 13,000 controls and control 
systems supplicd by Honeywell. 
HONEYWELL CONTROLS LIMITED 
Greenford Middlesex Waxlow 2333 
Sales Offices in the principal towns 
and cities in the United Kingdom 

and throughout the world. 


Honeywell 
H . Fist i Couto 
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LECTRONIC 
COMPUTER 


EXHIBITION 


AND THE ELECTRONIC DATA PROGESSING SYMPOSIUM 


NATIONAL HALL OLYMPIA London 
OCTOBER 3rd-12th 10:30am to 7pm 
October 3rd only NOON-7pm Saturday 10:30am to 4pm 


Visitors to Olympia can see a working demonstration of some of 
the most up-to-date electronic computers and ancillary equipment 
in the world. Britain’s leading manufacturers will display their 
latest equipment, and experts on the various stands will be ready to 
offer information and advice about electronic data-processing of 
every sort. Whatever the size and nature of your business, here is an 
exhibition you cannot afford to miss. If you cannot attend yourself, 
you should at least send an observer. 


THE ELECTRONIC DATA PROCESSING SYMPOSIUM 
During the Exhibition a three day symposium will be held. Executives, well 
versed in computer techniques, will come from a wide range of concerns— 
both State and private enterprises—to give registered delegates the benefit 
of their user knowledge and experience. All six sessions will be infcrmal, 
and a highly useful exchange of ideas and information will result. 

For further information contact Mrs. 8. 8. Elliott, M.B.E., 64 Cannon Street, 
London, E.C.4. Telephone: CENtral 7771/2. 


SEE THE NEW GENERATION OF COMPUTERS AT WORK 





Guard your __ 
EMH EL 
..and your 
premises 


SERVICES : fi 
Security-conscious companies, like Thomas De La Rue, value 
Watchman TR Watchman Protection. This protects the watchman and the 


prem ises. If your watchman ils to « perate any nec mt, 


o , r 
Protection an alarm sounds within minutes. A ‘random start at nakes 
‘ ’ it impossible for anybody to anticipate the time « ny patrol. 
AN ‘ACE’ FOR : | 
Like ail TR services, Watchman Protection is installed and 
T ho mas De La Rue Ss maintained on a rental basis. Over 30,000 organisations in all 


SECU fe ITY M EN branches of industry and commerce are now using TR Services 





The TR Services used by Thomas De La Rue and their subsidiaries, at 
nine of their premises throughout the country include: Watchman 


Protection, Time Control, Internal Broadcasting and Internal Telephones 


TR SERVICES FOR EFFICIENT COMMUNICATIONS 
Telephone Rentals TR Services cover all aspects of business communication—internal 
LIMITED 








telephones, internal broadcasting, staff location attendance and 
job recording, synchronised clock systems and machine performance 
OPE RATING TR SERVICES recording. TR Security Services include watchman protection, 
fire alarm and fire detection systems. Write today for full details 


Telephone Rentals Ltd. (Dept. 22), 197 Knightsbridge, London, S.W.7. Tel: 
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Pacemakers 


THE PEOPLE WHO MEAN BUSINESS 


Work-study 


expert 


@ 


Joins 


the board 


War Office work study expert Brigadier C. J. Tobin, 
C.B.E., who recently took up the post of works 
director of Burtonwood Engineering Company, War 
rington, has also been appointed to the board of 
Burtonwood Engineering. 

As Director of Supply and Industries on the Civil 
Affairs Staff in Burma in 1945/46 he was respon- 
sible for running virtually the whole Burmese 
economy, recreating much of Burma's industry and 
establishing the basis for that country’s post-war 
industrial recovery. 

He is a Fellow of the Institute of Work Study and 
a member of the British Institute of Management. 

Burtonwood Engineering manufactures oil-field 
equipment, plastics machinery, oil seals, air com- 
pressors and tail-lifts for commercial vehicles. 


* * * 


The retirement from his executive duties has been 
announced of J. H. Maxwell, director and general 
manager of W. T. Glover & Co. Ltd.—a member of 
the BICC Group—after 51 years with that company. 

His career is one of the outstanding success stories 
of the cable industry. He joined W. T. Glover & Co. 
Ltd. in 1910 in the most lowly capacity of all 
office boy. 


* * * 


Derek Harling, 22, a graduate of Cambridge 
University, recently left for America to take a two- 
year course leading to a master’s degree in motor 
engineering in the Graduate School at the Chrysler 
Institute of Engineering, Detroit. 

He was chosen by engineers of Chrysler Motors at 
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Kew, Surrey, and is the second British subject to be 
selected. After completion of the course he will 
return to the British Chrysler factory where he has 
already spent some time becoming acquainted with 
the type of work. 

In America Harling will live near Detroit with a 
group of Chrysler engineers. The group includes the 
only other British student at the Institute, Richard 
Jones, 22, of Worcester, who has another year’s 
studies to complete before returning to this country, 
where he will become a full-time engineer with 
Chrysler Motors. 

G. A. Kozloff, director of engineering of both 
British Chrysler companies—Chrysler Motors Ltd., 
which markets and services the Corporation’s Ameri- 
can cars and Simca cars, and Dodge Brothers 
(Britain) Ltd., which builds British Dodge trucks 
is enthusiastic about finding each year a British 
candidate for the Institute. 

He said: “ We are constantly on the look-out for 
talented young engineers. It is essential for the 
future development of industry that there is a steady 
flow of new blood into its ranks. The two-year 
courses at the Chrysler Institute are not only an 
added incentive to the students but also provide us 
with the means of giving specialised training to those 
fields which are most appropriate to our needs.” 


? 


* * * 


Smiths 
Aviation 


gets ad 


Group Captain P. P. W. Sands, M.B.E., D.F« 
has joined Smiths Aviation Division 
assistant to the director and general manager, L. A. 
Morgan. 

During the war he commanded a Bomber Opera 
tional Conversion Unit and from 1951-53 was a chiet 
flying instructor in 23 Group, Flying Training 
Command. 

In 1954 he was appointed air adviser to the 
United Kingdom High Commissioner in Pakistan. 
He returned to the U.K. after three years as air 
adviser, to become deputy director of organiza- 
tion at the Air Ministry. END 
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REGO TRADE Mana 


DU DICTAPHONE time-master 


Men who value quality and service are the men who buy 
Dictaphone Time-Master, because the transistorised 
Time-Master is the quality dictating machine. It’s a 
precision instrument designed to save time for a man 
whose time is valuable. 

Dictating with Time-Master is as easy and pleasant 
as normal dictation to a secretary, but it is much more 
convenient and time saving. No matter where your sec- 
retary may be, you simply speak, and immediately your 
thoughts are on permanent record. Time-Master has 
these unique advantages because only Time- Master has 
the DICTABELT record. 


The Dictabelt recording is permanent and visible, en- 
suring complete safety from accidental erasure. Repro- 
duction is crystal clear and place-finding is instantaneous. 


Dictaphone TIME-MASTER has been accepted for the Design Index of the Council 
of Industria! Design. 


Dictaphone Company Limited, 17-19 Stratford Place, 
London W.1, Tel.: HYDe Park 9461. 


Branches throughout the British Isles. 
The words DICTAPHONE, TIME-MASTER and DICTABELT are 


registered trade marks. 
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Electrical Aids in Industry 


Factory Heating-1 


The space heating of factories by electrical 
means can be achieved in a variety of ways 
which will be dealt with in the next Factory 
Heating Data Sheet. 


Before deciding on any form of factory 
space heating—whether by means of elec- 
tricity or not—it is as well to have clearly 
in mind ail the components of the total 
annual running cost, and not merely the 
fuel cost, of the installation. 


They are: 


(A) The cost of the fuel or the electricity, 
(8) Interest and depreciation on the capital cost 
of the installation, D E&F 
(C) Labour, “4 
(D) The cost of 
running auxiliary 
plant such as 
fans and pumps, 
(&) Maintenance, 
(F) Insurance. 


In comparing fuel costs it should be borne in 
mind that electric heat is refined heat and 
has had all the fuss, bother and dirt of the 
conversion of fuel into heat taken out at the 
generating station. 


In arriving at the true figures for capital 
cost and depr: ciation, maintenance and in- 
surance, those connected with such items as 
boilerhouse, chimney, fuel store and access 
road should be included; labour costs should 
include such tasks as ash disposal. None of 
these items occurs when electricity is used, 
although space will be required for the 
electric boiler and storage vessels in the case 
of the type (h) following. 

Electricity provides the ideal answer to 
the requirements of the Clean Air Act, the 
impact of which has introduced an important 
new factor during the last few years. 


NO DUST 

NO FUMES 
NO SMOKE 
NO ASHES 





The following list gives the main types into 
which electric heating installations fall: 


(a) High temperature (“‘infra-red”’) overhead 
heaters operating at near red heat. 


Data Sheet No. 1 8 


(b) Medium temperature panels operating at 
surface temperatures of 400° to 600°F. 

(c) Extended surface heating in the shape of 
floorwarming operating at temperatures up 
to 80°F. 

(d) Oil and water filled radiators. 

(e) Tubular heaters. 

(f) Unit heaters. 

(g) Storage block heaters. 

(h) Electric boilers and water heaters operating 
in conjunction with hot water radiators or 
panels either with or without water storage. 


All these methods of electric heating can be divided 

into two distinct classes: 

(a) Those that utilise electricity during “ off- 
peak ” hours and store the heat so generated 
for use at a later period. 


(b) Those that use electricity whenever the 
heating system is in use (i.e. direct electric 
heaters). 

The use of a heat storage system in a small 

works on a block tariff takes advantage of the 

lower tariff offered for an off-peak supply, 
and in the larger factory on a Maximum 

Demand tariff means that the heating load 


Available for Space Heating 








I2pm 6am em 6pm i2pm 


will not incur any M.D. charge. Alterna- 
tively there may be cases where the use of 
direct electric heaters can be integrated with 
other factory loads in such a way that they 
are not used during the factory peak periods 
and will thus incur no additional Maximum 


For further information, get in touch with 
your Electricity Board or write direct to 
the Electrical Development Association, 
2 Savoy Hill, London, W.C.2. Telephone: 
TEMple Bar 9434. 


Excellent reference books on the indus- 
trial and commercial uses of electricity 
and reprints of articles and papers are 
available. An example is “ Higher Indus- 
trial Production with Electricity ” (price 
8/6 each, or 9/- post free). 

E.D.A. also have available on free loan 
in the U.K. a series of films on the indus- 
trial uses of electricity. Film and Book 
catalogues and Publications List sent on 




















An ingenious attachment used on Elliott addressing machines automatically selects the 
addresses you want to include in a particular mailing, and omits the others. The selecting 
is done during the high speed printing operation. This is only one of many special facilities 
available with versatile Elliott addressing systems. Addresses are typed on Eliotype Address 
Stencils with a standard typewriter. Each stencil will produce thousands of clear, crisp 
printings. Eliotype Address Stencils can also be used to form an efficient index and 
recording system, providing vital information in seconds. The range of hand and electrically 
controlled Elliott addressing machines can solve every type of addressing problem—yours, 
for instance—at remarkably low cost. To save time and money in your addressing, first send 
for an Elliott systems specialist (he can survey your addressing needs free and make 
expert recommendations without obligation) or write for free literature. Do it now. 


SS DIOILIC@IOIO BUSINESS MACHINES LIMITED 


T ELLIOTT ' ACHIN LIMITED 
ELLIOTT BUSINESS MACHINES LTD . a the ow es AS wal 


Please send an Elliott systems specialist. PREFERRED DAY TIME ) 
1-15 Seomangels em, leoren OR:: Please send free literature. STRIKE OUT WHICHEVER DOES NOT APPLY 
W.C.1 To help you judge my particular requirements, the size of my mailing list is ( in confidence _ 
Telephone: HOLborn 1524/8(5 lines) shesne 
LONDON - BIRMINGHAM 
MANCHESTER - EDINBURGH Company 
NEWCASTLE Address 
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PN iG mel am: iLithe by the Editor 


What Makes 
Men Tick? 


A How do men on shift work prefer their hours to be organized 
and do their preferences have any relation to the realities? 

A When men have had such spells of overtime that their rate oi 
production has fallen off, how long is it before they can be expected 


to recover? 


A If a man is inspecting products either for grading of quality 
or for faults, do his standards of judgment remain consistent? 

A What kind of man is suitable for the job? 

A What effect does being sacked have on a man? 

A How can machines be fitted to the capacities of their operators? 


These are not examination ques- 
tions ; they are subjects of research 
that is reported upon in the current 
issue of Occupational Psychology, 
the quarterly magazine of the 
National Institute of Industrial 
Psychology. 

Their practical importance is 
evident at first sight. Yet on occa- 
sions when the Institute has broad- 
cast offers to apply the findings of 
its research to the special problems 
of particular firms the response has 
been pathetically small. The Insti- 
tute is financed by the subscrip- 
tions of private members and of 
member companies, aided by a 
grant from the DS.LR., but the 
membership is comparatively few 
and the number of companies 
giving financial support is only a 
tiny proportion of British industry. 

Yet—I am asked not to mention 
names—in one industry notorious 
for unrest the only firm to be a 
member of the Institute and to 
have used its services is the one 
that has had the least trouble. 
Whether that is because an en- 
lightened firm would naturally co- 
operate with the Institute or 
because the Institute has assisted 


SEPTEMBER, 1961 


in the enlightenment, the fact is 
significant. 

Generally speaking the Institute 
is directed more towards research 
and teaching than to consultancy. 
It has assisted a number of firms 
with their problems for the sake of 
the research opportunities and the 
experience and is ready to take on 
more. In some instances the results 
have been spectacular. I was told of 
one case where trainees after a 
six months’ course were still un- 
able to attain the normal standards 
and rates of production. The Insti- 
tute devised a scheme that enabled 
trainees to exceed them after six 
weeks. Much of the Institute’s 
energy is given to passing on its find- 
ings through courses and seminars. 


A forbidding book 


Why has industry so little in- 
terest in work with such obvious 
potentialities? Perhaps businessmen 
think this kind of work to be the 
function of the universities rather 
than of an independent organiza- 
tion. It may be that to the average 
businessman the title is redolent of 
long hair and sandals and suggests 
Freudian medical men _ intently 





several times over would you 
always make the same selection? 
concentrating on the murkier re- 
cesses of the subconscious. Possibly 
it conjures up imaginations of 
directors, commissionaires and 
shop stewards sitting, hypnotized, 
round a board table while a gimlet- 
eyed psychiatrist draws from 
them unmentionable secrets. Such 
notions, if they exist, are wildly 
mistaken. 

But the publication I have quoted 
would do little to dispel these 
notions, even if it ever fell into 
the hands of the average, practical 
businessman. It looks as forbidding 
as any learned journal circulating 
among professors. The headings 
on the contents page are hardly 
calculated to relieve the atmosphere 
of dreariness and gloom: Attitudes 
to the Employability of Chronic 
Schizophrenic Patients ; The Socio- 
technical Context of Industrial In- 
spection ; A Validation of Qualifi- 
cation Requirements for Work in 
a USAF Speciality! These head- 
continued on page 27 
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If you had to inspect fruit for grading 




















AR é Burroughs F5000 Sensimatic Dual 
Printer is the only fully auto- 
signed with two printing heads, 
to handle all accounting jobs 
which require simultaneous ori- 
ginal print on two, three or four 
records. For instance, it will 
records. No chemically treated 
forms, no carbons—the Dual 
Printer gives more program- 
ming capacity and increased 
machine productivity with 
speedy, simplified operation. 
fore your accounting machine 
or system needs replacement or 
revision. Ask your local branch 
for a demonstration NOW! 
Burroughs 

| first 

p SIMULTANEOUSLY Burroughs Machines Limited, 

e 356/366 Oxford Street, London W.1 
Accounting Sales and Service facilities from 
56centres in Great Britainand Eire. Factories 
at Strathleven and Cumbernauld, Scotland 

DECIMAL CURRENCY ! 
All Burroughs machines can be 

By appointment to 

A.M. The Queen 

Manufacturers and Suppliers 

of Adding Machines 


matic accounting machine de- 
make an entry in your sales 
ledger and produce a statement 
for your customer—bvoth printed 
2a4a simultaneously, and both original 
Look at the Dual Printer be- 
Telephone: HY De Park 9861 
converted to decimal currency 
Burroughs Machines Limited 
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MARCH OF BUSINESS 


ings may mean something or other, 
but it takes a strong man to look 
them in the face after a harassing 
day in the office. 


The temp. sec. racket 


On page 77 of this issue Maureen 
Gregson writes about the problem 
of the temporary secretary, the 
new curse of the business com- 
munity. During the summer it has 
been almost impossible to obtain 
girls willing to settle down and 
learn a secretarial job properly. In- 
stead a horde of temporaries has 
sprung into existence. 

These demand the maximum pri- 
vileges with the minimum respon- 
sibility, while insisting upon better 
pay for shorter hours and less work 
than anybody else of similar status. 
They arrive and depart according 
to their own caprice and appear or 
stay away as they wish without 
warning and without reasons. Be- 
cause they are driven to despera- 
tion executives have no option but 
to submit to this parasitism. 

In the meanwhile confidential 
work of any kind becomes impos- 
sible. Each new temporary who 
condescends to turn up wastes the 
time of more worthwhile people 
who have to show her the way 
about. Experienced men have to 
throw away their abilities doing 
simple chores that any half-witted 
schoolgirl willing to stay more 
than a few days could easily learn. 

Correspondence flags, tempers 
are frayed and business is lost. 

There are firms that solve the 
problem for themselves by promis- 
ing “magnificent office suites 
with contemporary furniture, back- 
ground music, tea, coffee, biscuits, 
fruit, provided twice daily, all free, 
pile carpets, curtains, exceptional 
amenities” and fantastic salaries 
into the bargain. This sort of non- 
sense does not solve the general 
problem but worsens it. If business- 
men’s organizations could agree 
upon and enforce a policy the 
ulcerous mess might be cleared up 
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continued from page 25 


and, even, a measure of self-respect 
might be restored to the secretarial 
sisterhood. In default of this an 
increasing use of office machinery 
that will diminish the demand be- 
low the level of the supply is 
probably the only means of bring- 
ing commonsense into the situa- 
ion. 


Rural industry 


There interest in the 
annual report of the Rural Indus- 
tries Bureau than is implied in its 
arty-crafty sounding title, sug- 
gestive of long-haired men and 
short-haired women from Chelsea 
teaching folk-dancing to Women’s 
Institutes. The small businesses of 
the countryside are flourishing and 
there are 45,000 of them. They 
range from the manufacture of 
fishing floats, heat exchangers and 
grain storage bins to go-karts and 
drain pipes, and they service the 
intricate farming machinery of the 
present day. 


is more 


What they lose upon the round- 
abouts of technology they gain on 
the swings of the pendulum. For 
instance, what saddlery has lost by 
the decline in the use of horses for 


agriculture (41,315 in the last three 
years) it has made up by the new 
popularity of horsemanship as a 
sport. The Pony Club now has a 
membership of 30,904. The change 
is simply from black harness to 
brown. Skilled labour is in short- 
age and the demand for leather- 
work can hardly be met. 


Expertness in work study has 
for some time been available to 
farmers, although cattlesheds seem 
an unlikely place for it and not 
much advantage has been taken of 
the opportunity. The Rural Indus- 
tries Bureau provide it for these 
other rural occupations and also 
advises about office systems and 
accountancy. One of the problems 
in these small-firm industries is 
that the manager may have con- 
siderable ability in some directions 
while being at a loss in others 
without having colleagues who can 
make good his deficiencies. 


What is surprising is how many 
of these little firms have a useful 
export trade running, often, into 
thousands of pounds annually. The 
Bureau has an export officer who 
is busy with the preparation of a 
Joint Export Catalogue. More than 
a hundred firms have agreed to co- 
operate. END 





NEXT MONTH'S BUSINESS 
THE EXECUTIVE’S TIME 


From 9 a.m. until 5.30 p.m. you are flat out and yet you never seem 
to get enough done. Where does the time go? — A special BUSINESS 
survey conducted by George Copeman. 


WHAT CAN WE REASONABLY EXPECT OF 


THE P.R.O. ? 


Tony Burgess discusses his possibilities and limitations. 


BOOKS ON MANAGEMENT ARE POURING 


FROM THE PRESSES 


Stanley Alderson high-lights the more important recent trends in 


management thinking. 


Gwilym Jones describes the facilities available for leasing and 


hiring expensive plant. 
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Roving executives 
located in seconds! 
by 
DICTOGRAPH Pocket Paging 


it’s a problem in many organisations 
to locate key members of the staff —the moment 
they’re wanted — without disturbing everyone else. 


A Director is needed for a conference or an 


executive is wanted for a trunk call and, very soon, 


the whole staff knows about it. 


Today, Dictograph Pocket Paging provides 
the complete answer. 
«+s« Each person carries a small receiver in his 
pocket. When a man is wanted he is alerted by 
an audible signal — directed to him alone. 


Contact is immediate and nobody else is disturbed. 





Businesses already profiting from the advantages of Pocket Paging include 
Food Manufacturers, Publix fransport Lindert akings, Hotels, Printers, 
Newspaper Publishers, Wholesale Grocers, Retail Stores, Timber Merchants, 
Paper Manufacturers — and by recommendation many others 

Dictograph Pocket Paging will save the time of you and your customers 


Why not ask for illustrated literature now ? 


DICTOGRAPH TELEPHONES LIMITED 


ABBEY HOUSE, WESTMINSTER, LONDON, S.W.1 ABBe) 


Service from 26 Dictograph Offices throughout the Gritish Isies 


INTERNAL TELEPHONES ¢ STAFF LOCATION e INDUSTRIAL MUSIC 
AUDIBLE TIME SIGNALS e OFFICE CLOCK SYSTEMS 
MASTER CLOCK CONTROLLED TIME AND RECORD SYSTEMS 


WATCHMAN PATROL EQUIPMENT e« FIRE ALARM e POCKET PAGING 


on meer tet Coren 
err) OF Bx TORRAFH MH 


pe pn —movy——y Outright Purchase or Moderate Rental Terms 
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MANAGEMENT AT WORK 


How strikes needn't happen... 


Goodwill and the sensitive approach 


Communist agitation, real and imaginary; union chiefs out of touch with the shop floor; workers ignorant 
of the ‘ principles’ which are said to be threatened; these, and many others, are factors behind the perennial 
problem of unofficial strikes. Although mutual goodwill between employers and employed must be the 
basis of any solution, even this will be ineffective without a comprehensive negotiating system. And this 
system must be sensitive to the everyday pressures and frictions of industrial life so that small problems get 
dealt with quickly—before they have time to fester. 


Such a system exists in the 
engineering industry, and an exami- 
nation of its record points lessons 
for others. 

In 1922 both sides of the in- 
dustry drew up a formal agree- 
ment, which laid down two basic 
principles: employers have the 
right to manage their establish- 
ments, and the trade unions have 
the right to exercise their func- 
tions. It also recognized that in the 
process of evolution, provision for 
changes in shop conditions is 
necessary. The value of consulta- 
tion was emphasized, not only in 
the successful operation of the 
procedure but in the initial avoid- 
ance of disputes. 

Under the procedure a dispute 
between management and workers 
is first considered at factory level. 
Failing agreement, it is taken to 
works conference, at which manage- 
ment and shop stewards represent- 
ing the workers are present. If there 
is still no agreement, the dispute 
is referred to local conference 
attended by representatives of the 
local employers’ association and 
the union’s district committee. 

Failing settlement there, the final 
stage takes place at a national con- 
ference where both sides are repre- 
sented by their national organiza- 
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tion. Unions and employers agree 
that there shall be no stoppage of 
work until the full procedure has 
been carried out. 

The effectiveness of this arrange- 
ment, which covers 4,400 firms em- 
ploying nearly two million manua! 
and staff workers. is reflected in 
the small number of cases that go 
all the way to the national stage. 
For the year 1960, 2,814 cases were 
dealt with at works conference, 541 
in local conference, and 241 in 
central conference. An_ ultimate 
‘failure to agree’ was registered 
in 81 cases only. 

The procedure has the support of 
both the Engineering Employers 
Federation and union officials such 
as Bill Carron of A.E.U. and Jim 
Matthews of the Confederation of 
Shipbuilding and Engineering 
Unions. The Minister of Labour, 
John Hare, after his meeting with 
motor-car chiefs and trade union 
leaders, said both sides agreed that 
procedures for handling disputes 
are generally adequate if operated 
in the right spirit. 

This de-personalized system takes 
disagreements out of the heat of 
local disputes, and leaves the 
agitator with very little bad feeling 
that he can exploit. 

Here, then, is the machinery to 


stop strikes. But it is still easier to 
build a machine than to find * the 
right spirit’ with which to work it. 


Touch down 
on exports 

The initial expense of making 
overseas contacts is often the big- 
gest deterrent to small firms who 
would otherwise like to enter the 
export market. So a travel agency 
is now Offering ‘ package’ business 
tours at rates even the smallest con- 
cern can afford. 

For under a hundred pounds 
Dumas Group Travel offer a Euro- 
pean sales tour lasting fourteen 














“That’s fine—now type 
the second line” 
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Your oftice 

really can enjoy 

the benefits 

of electric typing 

with the 

Olivetti Lexikon Elettrica 


Businesses large and small soon 
take these benefits for granted 
when they use the Lexikon Elettrica: 
- more work more willingly done 
- more copies by the cheapest 
method 
- better-looking letters for cus- 
tomers and clients 
And, of course, secretaries and typ- 
ists love the Lexikon Elettrica - for 
they can be more efficient, and yet 
feel fresh at the end of the day. 


olivetti 





British Olivetti Ltd. 


30 Berkeley Square, London, W. 1 136 
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days to a group of capitals: Oslo, 
Stockholm, Helsinki and Copen- 
hagen in the North, or Brussels, 
Zurich, Milan and Vienna in Cen- 
tral Europe. The cost covers the 
air-fare and accommodation, and 
the Group arranges interviews with 
import agents, buyers, and other in- 
terested parties. 

| spoke to Donald Dumas, who 
accompanied their last trip in 
March. He was convinced that this 
service offered an immediate reward 
to the smaller business: “ The larger 
firms are too lethargic, but there is 
more scope for the smaller firm in 
foreign markets than is generally 
allowed. There’s a great affection 
for the British businessman and his 
product on the continent. One of 
my clients is selling tape-recorders 
in Holland: a thing the Board of 
Trade said was impossible.” 

Charles Ingram, lingerie manu- 
facturers, sent a representative on 
this flight. Before March they had 
one foreign account, now they have 
seventeen. They are now planning 
to take part in more of these trips. 

Persuasion of the faint-hearted is 
a vital element in the present state 
of our overseas trade. This sounds 
like a useful contribution. 


Shorthand 
without tears... . 


Conventional shorthand which 
can cope with speeds of up to 200 
words per minute was originally 
designed for such applications as 
verbatim court and parliamentary 
reporting. For normal office dicta- 
tion, however, speeds in excess of 
80 w.p.m. are rarely—if ever—tre- 
quired. This fact led Alexander 
Sheff, an American commercial 
school proprietor, to evolve a new 
kind of time-saving writing, which 
he calls Speedwriting. 

When I spoke to Mr. Sheff in 
London recently he claimed several 
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advantages for his system over 
the older-established systems. In 
the first place it uses the alphabet 
with which pupils are already fami- 
liar, instead of a new set of sym- 
bols which have to be laboriously 
learned. Speedwriting is based on 
shortening existing word forms, 
not on what is virtually a new 
written language. 

The difficulty, here as elsewhere, 
is that constant practice is neces- 
sary until the method becomes 
habit. But even so, it has been 
proved that below-average pupils 
learn to use this system efficiently 
in appreciably less time than above- 
average pupils learn the estab- 
lished forms of shorthand. 

A heartening development in- 
deed for many would-be top men’s 
secretaries, but maybe just a little 
late in the day. How long will any 
form of shorthand survive in com- 
petition with the ubiquitous tape 
recorder? 


.... and research 
without strings 


Research fellowships and ‘en- 
dowed research time * are two ways 
of industry financing valuable work 
carried on either in university facul- 
ties, or in the research facilities of 
their own companies. 

J. Langham Thompson, the elec- 
tronics concern, are introducing a 
scheme of two-year fellowships 
which will be under the guidance of 
a panel of university consultants, 
though the work will be done in the 
company’s laboratories. IBM are 
founding three fellowships tenable 
at any university, where the re- 
search may be undertaken on any 
approved major problem in the field 
of the faculty concerned. 

The same company is also 
making available the full range of 
installed IBM equipment for ap- 


proved academic and humanitarian 
research under a scheme of ‘en- 
dowed research time.’ The use of 
their computer system will be free, 
on the sole condition that the results 
of the research carried out will be 
published in a scientific journal. 


Always right 
—if shown how 


To make the most of material 
one must be aware of its possibili- 
ties. We have heard of two train- 
ing courses that aim to make the 
people concerned more knowledge- 
able about the commodities they 
handle. 

A course for teachers on the 
manipulation of plastics for handi- 
crafts, claimed to be the first of its 
kind in Britain, is to be held by 
Middlesex County Council Educa- 
tion Department in January 1962. 
It is designed to give the handicraft 
teacher a sound knowledge of the 
finer working techniques of plastics 
as a colourful creative activity, and 
also to enable them to advise on 
careers in the expanding plastics 
industry. Where possible practical 
experiments will be carried out by 
the students, and the course will end 
with a visit to a plastics factory 
Here students will be able to take 
part in many of the processes 
connected with the manufactured 
plastics. 

For P. A. Jackson, a Crawley 
New Town butcher, it is not 
teachers but housewives who need 
to be taught: “Seventy-five per 
cent of the women who come in 
to my shop just don't know what 
they are about.” To combat this 
ignorance he is holding monthly 
evening classes in his shop to teach 
them all about meat. 

He tells them how to distinguish 
one cut from another, how to get 
value for money, and which cuts 
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it's a time-wasting job, and no mistake, accumulating totals, 
You have to winkle them out from along machine-made list, 
then re-enter them one by one to find a grand total. Tiring. 
Laborious. Expensive. But not, repeat not, with the Addo 
547E. It accumulates the totals (with Credit Balance!) as it 
adds as it lists... then click, you have an immediate Grand 
Total... or a sub total of the totals. ... or a total of the sub 
totals... or a sub total of the sub totals. But perhaps you 
had better just write for full details or a demonstration. It's 
much, much simpler than it sounds. And there are many 
other Addo models to choose from, of course. It's the 
world’s largest range. Addo Ltd., 47-51 Worship St., London, 
E.C.2. Telephone: MONarch 9791. 
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should be cooked in which way. It is all part 
of the laudable effort to get the best out of 
things, whether they be meat or plastics, and 
of teaching the customer how to exercise his 
prerogative of always being right. 


Trade-in your computer ? 


The time may not be far distant when 
successful businessmen think nothing of 
trading in their old computers for new ones, 
just like they trade in their old cars. The 
Swedish insurance companies, Trygg and 
Fylgia, are already planning to do this. They 
have been operating a Ferranti Perseus data 
processing installation for about two years, 
and they plan to replace it in about two years’ 
time with a Ferranti Orion. 

Currently they process about 1,500,000 
insurance policies held on magnetic tape, taking 
account of all transactions and providing 
information required for premium billing and 
various other purposes. At present the up- 
dating of records is done monthly. When the 
Orion is installed, it will be done daily. =D? 








BETTER MANAGEMENT 


Dr. Robert N. McMurry, well-known 
American consultant, will be giving a 
three-day conference on ‘Building a Better 
Management Team” from Wednesday, 
November 22, to Friday, November 24, at 
the Kensington Palace Hotel, London,W. 8 


From Monday, November 27, to Wed- 
nesday, November 29, Dr. McMurry will 
be organizing a further three-day confer- 
ence on “Building and Maintaining a Pro- 
ductive Marketing and Sales Organisation.” 
This will also take place at the Kensington 
Palace Hotel. Delegates to both conferences 
will be able to consult Dr. McMurry in 
confidence. 


Further details can be obtained by 
writing to this office. 














envelopes with 
EXTRA-GLEAR 
windows save 
addressing costs 
and prevent 
posting errors 


Window envelopes are no longer used solely 
for invoices and statements—they are now 


available in qualities worthy of the smartest 
letterheadings. 


STANDARD SIZES: 34 x6 and 4x9 
CHOOSE FROM 
CLARITY MANILLA - CLARITY BOND 
CLARITY PARCHMENT 
CROXLEY SCRIPT 


FROM YOUR PRINTER OR STATIONER 


Write for samples to: 


John Dickinson & Go. Ltd. 
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BANKER ENVELOPE DEPARTMENT 
APSLEY MILLS 
HEMEL HEMPSTEAD ~- HERTS 





Revolutionary New 
ENABLES FINISHED CONSTRUCTION AT 
4.000 SO. FT. OF FLOOR AREA PER DAY 










95°. FACTORY BUILT- Terrapin building units are constructed 
under closely controlled manufacturing conditions from high quality 
materials. Each Terrapin “Building Unit" (the basis of all Terrapin 
construction) is completely finished in the factory incorporating 
interior and exterior decoration, glazing, roof coverings, floor cover- 
ings, and electric lighting installation. 

A BETTER BUILDING - FASTER. Transported to the building 















Left to right 
. as " OLIVE GREEN B.S. No. 4-059 
site in folded condition Terrapin ‘Pack Units” can be erected to form BALTIC BLUE BS No 0.011 
MUSTARD YELLOW: BS. No. 4-056 


single or multi-span buildings of almost any shape or size faster than 
by any other known system of construction. 

A QUALITY PRODUCT -High standards of workmanship and materials, backed by rigorous testing 
and inspection during manufacture, are the hallmark of Terrapin buildings. Proof of their quality and perform- 





ance is substa.tiated by an ever increasing demand from all branches of Industry, Commerce and the Social 
Services. 

MOBILITY - As quick and easy to dismantle as to erect, Terrapin’ Pack Buildings" can be moved when you 
like - where you like - and as often as you like - speedily and at extremely low cost. 


Building’ System 


Terrapin pack building units can be used to 
create modern functional buildings of superb 
quality, to almost any size and any ground plan, 
faster than by any other known method. 





Now 4 External Colour Schemes from 
which to Choose............ 


. in addition to our standard external finish in varnished AFRICAN 


UTILE HARDWOOD. These new colour finishes are in highly durable, 


low maintenance textured paint. 


A full colour brochure and a copy of the Terrapin price list, which enables 
you to make up your own preliminary estimate of cost, will be mailed to you 
by return post. Complete the coupon and post today. 


Please send me by return post B2 
your “Brochure & price list 


Name 
2 * “* Bring you tomorrows buildings today” (Block capitals please) 
Cc n 
TERRAPIN LIMITED ae 


Posit ' mpan 
Haddon House, Fitzroy Street, London, W.1 euitian Sn Company 
Telephone: Langham 0611. Private Branch Exchange Address 
Telegrams: Terrapin Wesdo London. 





Have you one of 


these in your 


boardroom? 


Yes, an ordinary penny. Cheapest and simplest piece of boardroom equipment 

on the market. Heads, we do it this way, tails we do it that. Decisions without tears. 
More seriously, though, even in the best-regulated boardrooms chance still 

plays its part in the making of decisions —and in really big business an unlucky 
guess can cost thousands, even millions, of pounds. 

By helping top-level management to cut the element of chance to a minimum, 
C-E-I-R, the world’s largest independent commercial computer services organization, 
has already saved literally millions for government and industry. Packed by 

a staff of highly qualified economists, mathematicians, statisticians, scientists, 

and computer specialists, and equipped with the most powerful force of independently 
operated computers in commercial use today, C-E-I-R can handle on your 

behalf any problem, large or small, capable of solution by logical or mathematical 
means. And that means practically any marketing, distribution, 

production, or development problem. 

At the new C-E-I-R Centre in London, with its IBM 7090 and 1401 computer 
facilities, your own staff can work with ours if you wish, with offices provided— 

and they can use the computers on a by-the-hour hire basis. Ask your 

secretary to write or telephone for more details. 


OPERATIONAL RESEARCH - SYSTEMS ANALYSIS - 
25.8 LINEAR PROGRAMMING - DATA PROCESSING - 
O..) LTO MARKET SURVEY ANALYSIS - BUSINESS STRATEGIES - 
CONSTRUCTION PLANNING - STATISTICS - MATHEMATICS - 
COMPUTER TIME 


Main Office: 84 Kingsway, London, W.C.2. Tel: CHAncery 1551 
BUSINESS 
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The TOWEL THAT REALLY DRIES—AS THE NAME IMPLIES 1919, che total yearly 


PAPER TOWELS mapceorsoe ns 
ARE HYGIENIC !! 


FOR FACTORIES, OFFICES, SCHOOLS, HOTELS, 
CANTEENS, etc. 


PROTECT THE HEALTH OF YOUR STAFF 


Do away with the old germ-spreading communal roller 
towel and avoid infection. 


They are very absorbent and far cheaper too because they K ] 
cut Laundry Bills, Towel Losses, and Time Waste. a amazZoo also 


One KWICK-DRY will dry the wettest pair of hands and not 


* 
disintegrate. 
Kueh Dry Pager Towels dispensed only one at a time from our have bri htideas I 
Automatic Control Delivery Cabinet 


WEL (COS 
See what others do from our library 


Introduced to Britain in 





of 300,000 form designs. Replace 
conjecture with facts. 


Overdue Accounts 
Pitti @eautll am @tilitiat)| 


Cut outstanding accounts most 
strikingly. Stop lending money! 
Those Who ask first get paid first. 


22 Audit Index 


\ list of audits with clients’ year 
Kwick-Dry Paper Towels are also supplied FLAT ends and audit completion dates. 
INTERFOLDED in packets for which dispensing Never needs re-writing. Expands 
cabinets and Soiled Towel Bins are available. indefinitely 
Ask for details of our non-mechanical roll and 
interleaved towel cabinets free on loan. 23 Investments Record 


No possibility of chapped For individuals or companies. Com- 
hands and faces, or plete history of holdings, dividends, 


irritating queues as with ; purchases and sales. Income Tax 
Expensive Hot Air Drying details, profits or losses, 


Equipment. 


KALAMAZOO Ltpb., NORTHFIELD, 
BIRMINGHAM 31 


Please let me have details of the items ticked 
without obligation. 


Please tick 8 | | 6 | 22) (23) 


Towels are completely 
encased —free from 
exposure and 
contamination. Ask for 
details of TRIAL OFFER 


FREEDER BROS. PAPER MILLS 
BRIMSDOWN, ENFIELD, MIDDLESEX 
Tel. HOWard 1847 (5 lines). Grams: Sylkocrepe, Enfield 
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MANUFACTURERS needing plant and machinery to expand production, 
MOTOR DEALERS and other RETAILERS offering hire purchase terms to 
their customers, BUILDING CONTRACTORS requiring construction equip- 
ment, rapidly expanding BUSINESS ORGANIZATIONS . . . all can turn to the 
Bowmaker Group for finance required to fulfil their aims. 

The Bowmaker service spreads far and wide. Many thousands of 
moTorists use Bowmaker hire purchase facilities, FARMERS are helped 
with special credit plans to develop efficient mechanization, HOUSE- 
HOLDERS install central heating with little capital outlay, PARENTS use 
the Bowmaker Educational Plan for payment of school fees, and credit 
facilities are available for IMPORTERS and EXPORTERS. 

Bowmaker have branch offices throughout the United Kingdom. Your 
local manager (under Bowmaker in the telephone book) will welcome the 


opportunity of explaining how Bowmaker may be of service to You. 


BANK ON BOWMAKER 


THE BOWMAKER GROUP 
HEAD OFFICE: Bowmaker House - Bournemouth 
EXECUTIVE OFFICE: 55/56 St James’s Street, London SWI 


Capital and Reserves exceed £11,000,000 + Assets exceed £80,000,000 


Branches throughout the British Isles 


* MEMBERS OF THE FINANCE HOUSES ASSOCIATION 








ELECTRONIe 
EXCHANGE 


iD ELECTRONIC S208 


The first of its kind in the world, the Pye twenty line electronic telephone exchange 
sets new high standards of speed, efficiency and reliability for internal telephone 
systems. It is fully electronic, employs no moving parts and is completely silent 
in operation. 

The telephone instruments provided with the exchange are of the most modern 
British Post Office design. High speed dialling, a development made possible only 
by electronics, ensures fast connection. 

The Pye electronic telephone exchange is available ona rental basis for a period 
of 7 or 14 years. Service is undertaken from 30 depots in the United Kingdom, each 
with a fleet of radio controlled vehicles. 


Please write for illustrated leaflet. 


PYE TELECOMMUNICATIONS LTD CAMBRIDGE 
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On I-C-T (Hollerith) 


Tabulators 


Wilkes PROGRESSIVE CARBON FEED 
ote users of I-C-T (Hollerith) 
abulators an economic means of 
preparing continuous multi-part sets, 
without the high cost of using and 
handling interleaved one time carbon. 


This advanced attachment has many 
more exciting features you should 
investigate—one piece lightweight 
construction, new ease of form set up, 
precision feeding of multi-part forms to 
suit your required programme, along with 
perfectly legible copies at a fraction of 
the cost. 

*See Wilkes range of Continuous Stationery 

and Form Feeding Equipment—Stand 145 


Business Efficiency Exhibition, London, 
3rd—I ith October. 


Wilkes PROGRESSIVE CARBON FEED’s . 

are illustrated operating on 

902 I°C’T (Hollerith) Tabulators JAMES WILKES ITD 
BILSTON - STAFFS - PHONE BILSTON 41971 
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SPECIALISTS IN PENKNIVES FOR GOODWILL ADVERTISING 


Available from all members of 
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HIGH GRADE STAINLESS STEEL PENKNIVES LOUVIC WORKS GARDEN STREET SHEFFIELD 1 
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METAL FURNITURE 
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* 


C.187 


: :) ey » | ba ‘ 
).28 
The swivel chairs illustrated are adjust- 
or able to give the most comfortable seating 








posture for efficiency and to avoid fatigue. 
The comfortable and dignified chairs 
combine in matching suites and add 
distinction to the executive office. 


Du-al have the answer to 
all your.seating problems. 


DARE-INGLIS PRODUCTS LIMITED 


Du-al House + Byron Road + Harrow + Middlesex 


F.23 








Telephone : HARrow 5/4/* Telegrams : DU-AL, HARROW 
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RECORD IN COMFORT 


ROTADESK 


An office desk with built-in filing wheel(s). 
Wheel revolves at a touch beneath desk- 
top and cards are accessible through an 
aperture. Lid provided to close opening 
when cards are not in use. Persona 
drawer over knee hole optional extra. 
Top size 60 in. x 30 in. Overall height 
295 in. Hammered silver (grey lino top) 
or Hammered bronze (brown lino top). 


SPECIFICATION 
SINGLE WHEEL MODEL CAPACITIES: 
(Wheel in top only—access through aperture) 
S* x 3 and Sx & 7,200 cards 
x4 4,500 cards 
ex«s" 3,300 cards 
TWO WHEEL MODEL CAPACITIES: Double above figures 
(Lower wheel in drawer as illustrated) 
SINGLE WHEEL AND DRAWER MODEL CAPACITIES 
(Lower drawer with cross divisions only) 


ROTARY RECORDING 


Call and visit us on 


STAND 73 


at the Business Efficiency Exhibition 


Send for illustrated catalogue to: 
ROTADEX SYSTEMS LTD 
7 WINDSOR HOUSE, 656 CHESTER ROAD 
ERDINGTON, BIRMINGHAM, 23 





Is your packaging 
still competitive... ? 


See the latest techniques 


at the International Packaging Exhibition. Itis 
the largest of its kind in the world. It happens 
only once in two years and it is here—and 
only here—that you will see: 


@ The latest machinery 

@ The most modern methods 
@ The smartest designs 

@ The newest materials 

@ The brightest ideas 


A visit to the International Packaging 
Exhibition is a first class investment, which is 
why you should make a point of going along. 


INTERNATIONAL 
PAckAGINGEXHIBITION 


SEPTEMBER 5rm—15rm 1961 
OLYMPIA * yards * LONDON 


National Halls 


It happens only once in 2 years 


Organised by 
Provincial Exhibitions Ltd. City Hall, Deansgate, Manchester 
In association with F. W. Bridges & Sons 
In collaboration with The Institute of Packaging 
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'm running the last page now, Mr. Johnson 


A Gestetner operator isn’t tied to her machine... 
advanced technical features ensure perfect impressions from 
push-button start to preset-counter stop. 


Automatic inking gives a consistently good copy, foolproof feed handles 
many different weights of paper, jogging on the delivery tray 
ensures a good square stack. Gestetner duplicators have all this, and 
they’re backed by the incomparable Gestetner Service. 


GESTETNER DUPLICATORS 
(B.8.0.) LIMITED 
Gestetner House, 
210 Euston Road, 
London, N.W.1 
EUSton 7021 ad 
You are invited to visit STAND No. 28 
Swe sep eyo rsa GESTETNER DUPLICATORS COVER THE WORLD 
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KITCHEN 
INSTALLATION 


Designed 
equipped and 
installed for 


MK ELECTRIC LTD 


Edmonton 


London, N18 


In association 

with the Architects — 
Messrs. Fuller 

Hall & Foulsham 


x “il | ] . 
for fully illustrated and detailed literature covering our range of 


G. F. E. BARTLETT & SON LTD 


main works. MAYLANDS AVENUE, HEMEL HEMPSTEAD. Telephone: BOXMOOR 4242 $B123 
Lonson swowrnooms BELL STREET, LONDON, N.W.1. Telephone: PADDINGTON 8222 
BIRMINGHAM: 12 Whitmore Road. Tel.: Victoria 1615 MANCHESTER: 530 Stretford Road. Tel.: Trafford Park 0288 


LAPD ODL 


BUSINESS 
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You'll find the answer to 
your storage problem in the 
multi-purpose range of 
Evertaut Cupboards, Lockers, 
and Plan Files. 

High, low, narrow, wide, with 
shelves, without shelves . . . 
they're space-planned for 


economy storage. 


EVERTAUT 


CUPBOARDS AND LOCKER 














1 


POST COUPON 
FOR CATALOGUE 


To: Evertaut Ltd. 

Walsall Road, Perry Barr 

Birmingham, 22b 

Please send me the NEW Evertaut Office Equipment Catalogue. 
Name 


Address 





NO NEED 
TO KEEP IT 
UNDER OUR 
HATS ANY 
LONGER! 


The new AGAVOX model 2 


Now ... @ new concept in business dictating machine design ... the 
transistorised Agavox Model 2...all controls on the microphone . ‘ 
Clear, crisp high-fidelity reproduction ... protective ‘thinking’ devices 
to simplify use .. . slim, sleek and space-saving—goes in a briefcase. . 
re-usable (at least 20,000 times) and virtually unbreakable recording 
medium—a tough plastic 12-minute capacity disc... the most elegant 
instrument dedicated to reducing costs and increasing efficiency— 
design by Count Sigvard Bernadotte. Arrange today to see the compact, 
easy-to-use, economic Agavox Model 2 or write or telephone for 
full information. 


AGA dictating machine company 
146 New Cavendish Street, London W1 Telephone: Langham 4173-6 
BRANCHES: BIRMINGHAM LEEDS LIVERPOOL GLASGOW EDINBURGH 


You will be able to see the new Agavox Model 2 at the 
Business Efficiency Exhibition, Olympia October 2-11—Stand No. 122 
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AIR CONDITIONING EQUIPMENT 


—A PROVED ‘PLUS’ FOR INCREASED WORKING EFFICIENCY 


RESEARCH SHOWS that in office or factory air con- 
ditioning results not only in greater efficiency, but 
also in less absenteeism. Employees stay fresher — 
get less fatigued. Your office or factory stays dust 
free too because Carlyle Air Conditioning ensures 
clean, filtered air all day. Noise is reduced too, 
because windows remain closed whilst the Carlyle 
Air Conditioner does its cooling work. We will 
gladly advise you on the type of unit most suitable 
for your premises — whether it be for an office 12 ft. 
square or a five storey factory. 


Write for further particulars to: 


The Crestline Console Air Conditioner provides a 
quiet, filtered atmosphere, and when fitted with hot 
water coil can replace existing radiator. The Outside 
air duct being only 24” x 64” can be fitted through 
wall or window. £195 complete (heating coils at 
extra cost). 

Carlyle have the ‘know-how’ 

Air conditioning is a specialised business demand- 
ing specialised knowledge. Carlyle has the backing 
of years of experience in this field, plus the 





equipment to match it! 


i a ae ae 


CARLYLE AIR CONDITIONING & REFRIGERATION LTD 
1 KING STREET - ST. JAMES'S - LONDON SW1 - TEL: WHitehall 5356 


(canes) 


Noses 
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No more 
hazardous slicing 


No moe ¢ 
paintul twisting 


With the elegant Kent Kordless electric pencil 
sharpener you simply have to find enough energy 
to lift your pencil off your desk ! 

For a perfect point, just place pointed end (if any) in 
small aperture in sharpener, press down gently for a 
few seconds, and lift out. That's all! You don’t even 
have to plug it in because it has no flex. What ? You 
never use a pencil ? Well, never mind. Your Secretary 
does, remember. And think how impressed your clients 


will be! 


From all good stationers 


a 75(- 


KENT KORDLESS 


ELECTRIC PENCIL SHARPENER 


Made by— 
<i » Kent Kordiess Ltd, Studiey, Warwicks 
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Pre-sensitized plates are more 
easily prepared on the 


HUBEX 


AUTOMATIC VACUUM 
PRINTING FRAME 


An automatically operated vacuum frame for all small-offset 
plates, complete with light source and facilities for preparing 
negatives same size as original. HUBEX plates and supplies 
suitable for use with * Rotaprint * and ‘ Multilith ’ machines. 
Hubex a, Emerald Street, W.C.1. 
Tel.: CHAncery 6511-3. 


Also at Birmingham, Bris- 
SF F/MOBEBR 2. vines ihe 
Leicester, Manchester, 
im:iTeéeo Nottingham and Sheffield. 





Time 
recording? 


THAT'S AJOB ~~» 
FOR ‘NATIONAL’ - 


BUSINESS 





.. Faqing 
PAYS! 


The lightweight recetver, compared nere 
with a fountain pen, clips in any pocket, 
Inan increasing number of progressive firms 
and institutions, the Multitone ‘ Personal Call ' 
Pocket Paging System is saving countless wasted man-hours. 
It can do the same for your organisation—and your customers. 


On telephone working alone, Pocket Paging reduces ‘ call-backs' 
and the need for extra lines and operators sufficiently 

to offset the cost—a few shillings per week per man‘ on call’ 

— inclusive of all operating costs. 


Not a telephone of any kind, Multitone ‘ Personal Call’ 

is a unique paging system which enables any of your key staff 

to be contacted immediately wherever they happen to be, 
selectively and without disturbing anyone else — no loudspeakers, 
bells, flashing lights or any other distraction. 


This all-British equipment, which is installed in hundreds 
of hospitals and an even larger number of industrial firms in 30 
countries, is simple to install and foolproof to operate. 


pon now for a leaflet which tells you all about one of t) 
time and money savers of this electronic age. 


IMVEULTITONE 


the original ‘Personal Call’ Pocket Paging System 
p-------- 


Please send me full details of the Multitone ‘ Personal Call’ Pocket Paging System 








Wame 


MULTITONE ELECTRIC COMPANY LIMITED 
12-20 UNDERWOOD STREET ~ LONDON N.1 
Telephone: Clerkenwell 8022 


Firm 


| 
| 
l Address 
| 


am REIT SC 
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faster 





rosetta 


Save time—save money with the help of ROSETTO Industrial Stapling Equipment. 


wis 


OFFICE EQUIPMENT 


CARTONS 
aonbaaces From the smallest shop to the largest factory, ‘ROSETTO’ machines are used 
LABELLING in a wide variety of tacking and stapling operations. With over 250 Machines 
LIGHT JOINERY and 500 and more different types of staples to choose from, the field of 
UPHOLSTERY application covered is unlimited 
PACKAGING ; : 
STITCHING 
and hundreds of If you have a fastening problem, Rosetto, with over 50 years of manufacturing 
other applications. experience, are well equipped to advise you. 


j}. & H. ROSENHEIM & CO. LTD. 


Craigton Industrial Estate, GLASGOW, S.W.2 
Tel: HALfway 4714/5/6 Grams: “ROSETTO” Glasgow 
London Showrooms : 46/50 Parkway, N.W.1. Phone: GULliver 9338/9 
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This is the test of a 
book that’s made to LAST 


This looks a pretty stiff test. It 
is! Few analysis books are sub- 
jected to this strain but most 
have to stand up to treatment 
just as harsh in the long run. 

Challenge Analysis Books 
have a special sewn-through 
reinforcement (illustrated on 
the right), which anchors cover 
to contents, however hard the 
handling. 

Yet despite this time-tested 
feature, and their superfine 
Azure Laid paper (specially 








Challenge Analysis Books 


stand up to the toughest wear 


treated to resist erasure), Chal- 
lenge Analysis Books will not 
cost you any more. There's a 
wide range of rulings, too, all 
completely accurate. 

Ask your stationer to show 
you the Challenge range. If you 
experience any difficulty in ob- 
taining supplies, write (giving 
the name and address of your 
usual supplier) to John Dickin- 
son & Co. Ltd., Book & Office 
Equipment Department, Apsley 
Mills, Hemel Hempstead, Herts. 








Analysis Books 


Another quality product of the company which makes the famous Basiiden Bond writing paper 
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ANOTHER KODAK VERIFAX ADVANTAGE 


Copies can be made on pre-printed forms, 
letter headings and invoices a ae 





SN & pis 


- 
~—> 


_ ¥ 











THE NEW, EASY-TO-USE 


Kodak Verifax Bantam Copier £42 


The new ‘Verifax’ Bantam Copier, in common with This means that copy paper can be pre-printed 
the other models in the ‘Verifax’ range, has a as forms, invoices, letter headings, etc. 
big plus over most other photocopiers—it uses In addition, it gives you these other outstanding 
ordinary, inexpensive, non-photographic paper. | advantages: 


[-——- SEND THIS COUPON FOR FREE BROCHURE TODAY———) 5 ry permanent copies 
Kodak Ltd., Dept. 868, Office Copy Sales Divison, 


Kodak House, Kineswer, Leadon, W.C.2 ® Five copies in a minute for only 2d. each— 


additional copies within seconds 
® Reproduces originals printed, written or 
drawn in any colour 


Please send me details of Kodak ‘Verifax’ Copiers 
Name 

Fostion Clean and easy for anyone to operate 
® Remarkably compact and lightweight 


© Paper available in five different colours 
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the new Edison ENVOY dictating machine only £64 


Have you been thinking of getting a dictating machine .. . but putting it off because 

of price? Here’s news about the new Edison Envoy... priced with the lowest 

magnetic-tape dictating machines... yet packed with features for easy use... and 

backed by Edison Voicewriter’s nationwide service organisation! Gives you more 

time to make money... more time for leisure. Call today for free demonstration. 

THOMAS A. EDISON LTD., VICTORIA HOUSE, SOUTHAMPTON ROW, LONDON, W.C.1. TEL: HOLBORN 9988/9 
ALSO AT: BELFAST, BIRMINGHAM, DUBLIN, GLASGOW, LEEDS, MANCHESTER, SOUTHAMPTON. 
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Providing for Estate Duty 
‘“EDITH’ 
purchases and holds minority shareholdings in private companies and 


small public companies—where shareholders have to make provision for 
Estate Duty and do not wish to lose control 


The booklet ‘Providing for Estate Duty’ will be sent on request 


ESTATE DUTIES INVESTMENT TRUST LIMITED 
7 Drapers’ Gardens, London EC2 National 0231 


Secretaries and Managers 
Industrial and Commercial Finance Corporation Limited 
7 Drapers’ Gardens, London EC2 
and branches 























e Save idle machine time 

e Increase output per machine 
e Minimise setting errors 

e Increase accuracy 

e Speed operator training 


DIMENSION 
English Numbering ie 4 DICATORS 


Machines Ltd ‘ Workpiece dimensions read 


off dire _tl , x ‘01 
Dept. 9F - QUEENSWAY - ENFIELD - MIDDLESEX Pe ye ee ee SP me. 


Tel. HOWard 2611 (5 lines) - Telegrams: Numgravco, Enfield 
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We have led charmed lives 
since the introduction of 
Fanfold Continuous Stationery 


We are now fully productive and see results from all our work, 
no time wasted interleaving carbons, jogging forms into alignment, 
deleaving carbons etc. For details of these and other advantages 
please request Business Practice Report No. P.2. 


P/AINIIFOLID for forms 


FANFOLD LIMITED. Bridport Road, London, N.18. Telephone EDMonton 5404. 
City Sales Office & Showroom, 74-75 Watling Street, London, E.C.4. Tel. CITy 3781 
GLASGOW . BIRMINGHAM « MANCHESTER - LEICESTER - LEEDS - CARDIFF - DUBLIN 
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This is one of the executive desks from the new President range. Some of its main features are set out 
below. There are other desks to match it and chairs to match them all. Delivery ?—prompt. Prices 7?—a good 
deal lowerthan you'd expect for furniture as well designed, as well made, as colourfuland convenientas this. 
[a}rop surfaced in newest laminated materials—indistinguishable from beautifully polished woodgrain but 
much longer lasting, scratch and heat resistant, doesn’t show burn marks, cleans at a wipe. [DJ exterior 
covered in PVC leathercloth—dark biue, dcep red and many others. Satin brass handies and brass 
trimmings throughout. [d] tapered enamelied-stee!l legs with self-aligning tilt glides. |e |Mahogany 
drawers running the full length of the desk. he centre drawer, when locked, locks all the others; a 
new and simple President system. Deep drawer, mounted on steel ball bearings, takes any standard 
suspension filing. ih) Pull-out trays on each side; right hand side with ‘tidy tray’. lenty of leg room. 


WRITE ‘PRESIDENT’ ON YOUR LETTER HEADING AND WE WILL SEND YOU FULL DETAILS 


F.G. STABILITY LTD. PORTERS WOOD, VALLEY ROAD, ST. ALBANS, HERTS. ST. ALBANS 50818 
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You can recognise him by the typewriter For a good impression 
ribbon his secretary uses. It’s Executape, every time—it’s Columbia 
the polyester film ribbon which gives TITAN - CLASSIC 
. a c > > ¢ > y 
correspondence of ertra distinction. No MARATHON - BLACK DIAMOND 
breaks or blurs typing is barely dis NONSTICK READYMASTER 
tinguishable from actual printing. Use CLEAN HANDS 
Executape also for photostat originals and 


offset-litho reproduction. Virtually un- 
breakable. and extra long, it cuts ribbon 
changing by as much as half. 

Suitable only for machines fitted with 
carbon ribbon writing attachments. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO. LTD KANGLEY BR’ OGE ROAD . LOWER SYDENHAM . LONDON - 8.E.26 
Factories in New York, California, Toronto, Buenos Aires, Sydney N.S.W 
CA/B4 
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We've put our heads together 


formerly 


SUMLOCK LIMITED re sult ° po hn na 


-¢ 


(GREAT BRITAIN) 


“2 


SUMLOCK COMPTOMETER LTD 





S 


aE and much 
Bin wider choice 





* SUMLOMATIC 

* DUOLECTRIC COMPTOMETER 
* 992 COMPTOMETER 

* UNILECTRIC COMPTOMETER 
* FIGUREFLOW COMPTOMETER 
* PLUS ADDER 

* COMPTOGRAPH LISTER 


39 ST. JAMES’S STREET, LONDON, S.W.1. HYDe Park 1331. 
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A member of the Lamson Industries Group 
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Always in the 
best of companies 

















Willowbrook 
SS 
we 
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LLOYDS 


Britain’s leading companies realise the 


importance of first class presentation for 





their technical information, sales 


brochures, reports, tenders, etc. I am interested in ALPA products, please 
send me your illustrated booklet. 





This is why so many famous names have 


BOA chosen ALPA plastic binders and folders. 
Name 


Made in fine quality materials to indi- 
vidual requirements ALPA products are 





important selling tools. An ALPA binder — 


demands attention and ensures retention. 
60 ALPA products should be serving your ees 
company. Ask your secretary to send the mania 
GR pe uP coupon for a four colour booklet explain- 
COMPANIES ing ALPA products and services. 














ALPA also manufacture standard 


and custorn-buut steel office equip- 
ment; put a cross if you require 
information 


ALPA PLASTICS LIMITED 


240-246 MAYBAN K ROQOAD+ LONDON + E18 
Telephone: BUCkhurst 9211 Telegrams: DONDAY LONDON E18 
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Forms cascade into the waiting trays below. 

Clean carbon disposal effected by ful:y automatic winding off on to 
detachable spindle. 

Yet another new Paragon System product designed to speed 
after-forms-writing operations. 

For further information you are invited to write, without 


obligation, to: 


LAMSON PARAGON LIMITED 


Ae PARAGON WORKS, LONDON, E.16. Telephone: ALBert Dock 3232 


MEMBER O F ee LAMSON in DUSTRIES GROUP 
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George Copeman writes on THIS EXECUTIVE LIFE 





Planning a Major 


UPPOSE you are in charge 

of a major new operation 

such as launching a new 
product, planning a new production 
line, running an exhibition, confer- 
ence or course, or opening a new 
branch, Then you are likely to be 
chairman of a committee contain- 
ing members from a number of 
different departments, some of 
whom may not be under your 
immediate authority. Unless you 
take great care in your planning 
and allocation of responsibilities, 
some jobs may be neglected because 
they do not fall neatly into any 
department, and nobody feels 
obliged to take care of them. 

Even those jobs which fall clearly 
within the scope of one depart- 
ment, may not be completed on 
time because this department is 
working to its own programme 
which involves obligations to a 
number of others. So you will have 
to take care that your own dates 
for completion of various jobs are 
given due respect and priority. 

It will be necessary to draw up 
a detailed programme or time-table 
showing every single operation in 
the total picture, and the date by 
which it must be completed. 

But you will be unwise to draw 
this up on your own, merely work- 
ing back from the final completion 
date and fitting every part of the 
operation into your own jigsaw 
puzzle. This would be discourteous 
to the other members of your pro- 
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Operat ion 


ject committee. It will, too, be 
impracticable, because it ignores 
their other departmental commit- 
ments. They will have every 
excuse for not co-operating. 

The best you can do on your own 
is to make a full ‘ reminder” list 
of all the jobs that have to be done, 
take this to your committee and 
together put mames and dates 
against each item. 

Only the committee as a whole 
can finalise the programme, but 
where certain executives have 


especially large responsibilities in 
the project, it is wise to go and see 
them personally before the com- 
mittee meeting. 

When the whole programme has 
been evolved, you are in a position 
to circulate copies of it to all con- 
cerned, and also to top manage- 
ment. Each committee member 
should then know his responsibili- 
ties, and also know that both top 
management and his colleagues are 
expecting him to complete them 
on time. 


Are you Master in 
Your Own House ? 


One of the tests whether you are 
master in your own house is 
whether you can give uninhibited 
criticism of his work to each and 
every one of your subordinates. If 
there is even one man you are 
afraid to criticize, or who cannot 
take criticism from you, then you 
are not fully master of your 
department. 

You cannot and must not allow 
this situation to go on indefinitely. 
You must face up to the need fora 
showdown. 

Choose an opportunity when you 
are absolutely certain that you are 
right and that he is wrong. Make 
your criticism firm but friendly. If 
he rises up in wrath and resentful- 


ness, tell him in a firm but friendly 
tone that you cannot allow a 
situation in which you are unable 
to criticize a subordinate without 
his resenting it. Tell him this 
repeatedly so that your point is 
absolutely clear, but on no account 
lose your temper in this situation, 
or you may say or do something 
which puts you in the wrong. 

Tell him to think it over, for you 
cannot continue a relationship in 
which you are the boss but are 
unable to exercise your right to 
criticize, without a flare-up. The 
odds are that he will see reason, but 
if he does not you must get him out 
of your department and preferably 
out of the firm. END 





ls our present system of apprenticeship 


falling down? All the evidence suggests that there is 


too little training and it takes far too long to complete 
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OW often does a company 
H obtain a very coveted order, 

and then find that it is 
falling behind on its production 
schedule because of a shortage of 
skilled labour? This story repeats 
itself frequently in British Industry, 
especially during periods of boom. 
It helps to underline the perpetual 
shortage of Britain’s most precious 
possession: its traditional skill and 
industrial know-how. 

This year, nearly 660,000 young 
people under 18 will be entering 
employment. Despite the efforts of 
the Government, employers and 
the trade unions, less than one- 
fifth will be apprenticed to a skilled 
craft. Others it is true, will re- 
ceive further education of some 
kind, but those specifically trained 
to undertake the more specialized 
tasks in industry figure low down 
in the tables. 


Poor guidance 


Why do we suffer this recurring 
shortage? Ideas on how it can be 
overcome, how another European 
country is attempting to solve a 
similar situation, and how one of 
the more progressive companies 
tackle their problem, are all points 
which need further examination. 

Some firms have well-established 
training schemes, and these are in 
the vanguard of every new concept 
of training. But these companies 
are few and far between. They 
are almost entirely confined to a 
few larger concerns which spare no 
effort or expense. The majority of 
companies have no such schools, 
and even in some places where 
apprentices are taken on, their 
training consists of little more than 
watching other workers; any kind 
of expert guidance or planned pro- 
gress is lacking. The apprentice’s 
future is one of boredom, and he 
is often left to fend for himself, 
picking up both the skills and 
faults of his nominal tutors. 

This is one of the major draw- 
backs of our present system of 
industrial training. Little is plan- 
ned, and far too much is left to 
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chance. Even where there is an 
accepted apprenticeship course, few 
industries have taken the logical 
next step of agreeing upon a 
curriculum, examinations, and in- 
struction only from qualified 
teachers. 

This is not necessarily the fault 
of the business community. The 
task which is traditionally theirs is 
now proving far beyond their 
capabilities. Since the early days of 
apprenticeship, it has been left to 
industry to organize. Principles 
laid down centuries ago still con- 
trol current attitudes. The age-old 
idea of so many boys to a crafts- 
man, each receiving a percentage 
of his wage, is so deeply ingrained 
in the minds of our industrial 
leaders, that it is near heresy to 
suggest any change. The Govern- 
ment, too, is still officially tied “to 
this idea of leaving industrial 
training to industry, although there 
is some evidence to suggest it is 
now having second thoughts about 
the wisdom of the policy. a 

The need for some re-thinking 
was emphasized by the school 
“bulge” now coming onto the 
labour market. This, together with 
the need for more trained people, 
highlighted the position. But on 
examination, even our inadequate 
system reveals two serious draw- 
backs. One is the lack of any 
recognized standards. And _ sec- 
ondly, the very limited extent of 
training. 

The problem of 
acceptable standards lies at the 
very basis of training. Because 
every firm in the past set its own 
standards, a wide disparity in 
the standards of our craftsmen 
naturally resulted. Some men have 
had_ instruction which enables 
them to change to practically any 
kind of machine or tool in their 
trade: others, not so fortunate, re- 
ceived training which was far too 
restricted to have any general 
application. 

These differences in standards 
were Carried a stage further during 
the war with the admission of 
dilutees into what was regarded as 
the traditional preserve of the craft 


establishing 


unions. These men, trained to 
undertake only a limited amount 
of skilled work, have now generally 
been accepted as _ craftsmen, 
although their skills are far less 
than those of a craftsman. 

The second drawback helps to 
underline the inadequacy of our 
industrial training. Although more 
and more operations demand 
greater technical knowledge and 
know-how, it is left to a few 
industrial leaders to set the pace. 
But even among these firms re- 
cruitment is often haphazard. 
Some train in excess of their own 
known requirements, but enrol- 
ments cannot be related to the 
needs of industry generally. 

Most people recognize that more 
young people must be trained; but 
there are differences of opinion as 
to which is the best way. One 
training officer, and I suspect he 
expressed the sentiment of many, 
thought it wrong that a few firms 
should carry the burden of train- 
ing. The Government, as a result 
of the Carr Committee report, (the 
chairman has recently advocated a 
training levy) established the Indus- 
trial Training Council to act as a 
liaison between the efforts of 
industry, trade unions and tech- 
nical colleges. This body. within 
its own terms of reference, is 
carrying out much needed work, 
but its hands are tied. It has to 
work through existing representa- 
tive organizations, each of which 
is controlled by long-established 
attitudes to the problem, and these 
we know are not easily changed, 
although frequent lip service is 
paid to the need for new ideas and 
more apprentices. 


From school to work 


More recently, the Government 
backed a new programme of 
education for technicians, crafts- 
men and operatives. It is hoped 
that the changes will bridge the 
gap between education at school 
and technical edueation—a bridge 
which is sadly lacking at the 
moment. Technical and industrial 
training will be broadened by 
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further courses for operatives and 
craftsmen, certain special courses 
for industry on request, and more 
national certificate and diploma 
courses for those who wish to con- 
tinue their studies for higher tech- 
nical jobs, These improvements 
are now being made, and they are 
helping to broaden the avenues of 
study and make the system much 
more flexible. But industry still 
has to bear the cost and much of 
the actual work of training, 
although deep inroads have already 
been made into the hallowed idea 
of voluntarism. 

Despite these new ideas and 
obvious improvements the experi- 
ence of other countries suggests 
that we need completely to re- 
orientate our thinking about our 
methods if we are to train sufficient 
numbers within the next few years. 
If we are to safeguard craftsmen 
from partly-trained workers, and 
if we are to help firms who have 


The apprentice’s future is often one 


long made a major contribution to 
training, then it seems that an 
element of compulsion must be 
introduced into our present system. 

During a recent debate in the 
House of Commons, the idea of 
an apprenticeship training tax was 
widely canvassed. This is normally 
levied on all firms according to the 
size of their payroll. It is custo- 
mary for those firms that carry out 
acceptable training to be _ re- 
imbursed, while those who train in 
excess of requirements get compen 
sated. France has been operating 
a similar scheme since 1925, when 
the ‘taxe d’apprentissage” was 
introduced. It is paid by all 
employers unless exempted from it 
by a local committee of technical 
education. In 1959, for example, 
440,000 employers paid a total tax 
of 36 million new francs. Total 
exemptions totalled only four 
million francs. This tends to show 
the extent of technical college 


of boredom and he is left to fend for 


training with those at company 
training schools. Out of 570,000 
apprentices in 1955, no less than 
320,000 were in technical schools 
and training centres. 

The obvious advantage of this 
system is that it permits all train- 
ing methods to operate. A firm with 
established facilities will be able to 
carry on. Those companies not in 
a position to organize their own 
workshop will make their contri- 
bution by paying the training tax. 

The Minister of Labour refused 
to commit himself to such a 
scheme at the time, but his depart 
ment is now making a more de- 
tailed study of the French scheme 
with a view to a later policy state- 
ment. Mr. Reg Prentice, one of 
the opposition spokesmen, on the 
other hand, committed his side to 
the introduction of a tax, and this 
was reaffirmed in a later interview 
I had with him. 

A levy, however, is of limited 
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value unless the apprenticeship and 
training courses are planned and 
organized. Various views have 
already been given in Parliament 
ranging from a National Appren- 
ticeship Council to _ controlling 
bodies for each of the various 
industries. As yet, few people have 
expressed positive views upon such 
schemes, but several industries are 
already implementing something 
similar on a voluntary basis. The 
aim is to have acceptable recruit- 
ment policies, a broader and more 
integrated course of study with 
good standards and examinations. 
With such a system it is claimed 
that apprenticeship and industrial 
training would be raised to a new 
high level and taken out of the 
realm of industrial relations from 
which it has suffered so much this 
last 100 years. 


More realistic 


Printing is among the industries 
which is already attempting to 
establish its apprenticeship system 
on a more realistic basis. Although 
Mr. G. G. Eastwood, General 
Secretary of the Printing and 
Kindred Trades Federation assures 
me they would prefer their appren- 
ticeship programme to remain a 
matter for voluntary negotiation, I 
suspect even they would prefer it 
to have statutory force. Because 
it is a voluntary scheme, there is 
little that the joint employer-trade 
union committees can do if they 
meet an unco-operative employer. 
Hence its weakness, 

In engineering little co-ordina- 
tion has yet been achieved, 
although many private training 
programmes are maintaining a very 
high standard. Among the com- 
panies with a good record of train- 
ing is Philips of Croydon, a firm 
which pioneered the block-release 
idea for young people, a scheme 
now greatly favoured by the 
Ministry of Education and tech- 
nical colleges. With their present 
method, their apprentices complete 
a normal three-year City and 
Guilds intermediate course in two 
years, with effective study com- 
pleted in 21 months. 

Philips now recruit a group of 
young people at the beginning of 
each academic year, and in co- 
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Some firms have well-established training schemes. Here boys learn to 


understand the layout of the plant 


operation with a local technical 
college, the trainees receive three 
three-monthly periods in both the 
workshop, where detailed machine 
knowledge is obtained, and the 
college, where the theories of 
workshop techniques are taught. 
The Philips scheme has now been 
in operation for three years and 
during that time they have equalled 
the national average examination 
successes. 

Once the apprentices pass their 
intermediate examination, the firm 
allows day-release until the final 
examination is taken. An _ inter- 
viewing panel also sees the appren- 
tice and discusses his future with 
him, with a view to attaching him 
to a department for the remainder 
of his apprenticeship. The boys, 


however frequently move round 
other departments to gain experi- 
ence of associated work. 

This is one scheme operated by 
one company. There are many 
others. The tendency at the 
moment is to associate even more 
closely industrial training with the 
educational system, and this is 
bound to result in a more systema- 
tic approach to the problem. The 
Government too has broken with 
tradition with the introduction ot 
its first-year full time training 
courses. These are all going well 
and the intention is that they 
should be extended. But the ques- 
tion that has yet to be answered 
is: how long must a few companies 


carry the burden which rightly 
belongs to the country? END 
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OO much confused mystery 

still surrounds automatic 

data processing in this 
country. The machinery involved 
is still regarded as slightly strato- 
spheric and the able men who 
operate it, like Gagarin himself, are 
often allowed to feel that they do 
not quite fit into the organizations 
where they work. Nobody seems 
to know just what their place is in 
the hierachy and who should deal 
with them, though all are at one in 
regarding them with wide-eyed 
wonder as they might men who are 
as much at home in _ interstellar 
space as on this earth. 


This has been impressed upon me 
in discussing the subject with men 

orking in such firms as IBM and 
Remington Rand and with firms 
that have had experience of their 
machinery. What I was interested 
in was not the technicalities of the 
machines, nor even the systems in 
which they operated, but the 
management problem of installing 
them. 

At Remington Rand's a special 
point was made of the difference 
of managerial attitudes here and on 
the Continent. Across the Channel 
the installation, for instance, of a 
computer, is part of normal routine. 
Managements interest themselves as 
they would in any important 
development in procedure. They 
take it in their stride. As a con- 
sequence there are few computer 
failures. Once a machine is 
installed it is kept hard at work for 
24 hours a day instead of running 
intermittently for a few hours at a 
time. 








For the clerical grind of 
automatic data processing 
the rapid efficiency of electr 


The problems of introducin There is a difference, also, in the 


method of application. In a conti- 
sometimes difficult but seldom insoluble nental firm the tendency is to install 
automatic data processing as a more 
economical substitute for a straight- 
forward system that is already 
running well. Once this is in hand 
they will try other work on the 
by Cliffard O. Rhodes machinery and then continue 
experimenting and adding to the 
schedule until more machinery has 
to be acquired. Finally, say after 
five years, if operations have 
become unmanageable, they will 
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replace their existing machinery 
with a more advanced type. 

At Remington Rand’s this piece- 
meal approach of using machines to 
deal with known and familiar prob- 
lems one by one is preferred to what 
they regard as the somewhat 
Napoleonic attitude sometimes 
found of trying to integrate a num- 
ber of complex operations into one 
grandiose system and then putting 
it on to a vast computer all, so to 
speak, at one go. To avoid over- 
loading the staffs of their customers 
with technicalities, they provide as 
much of the basic information and 
programmng as they can. The 
slogan is “ whatever is common to 
the machines, we provide ; whatever 
is peculiar to the organization, the 
customer provides.” In some 
measure this reduces the need for 
specialized training when _ the 
machines are installed, particularly 
if the machine is a computer. 


With much of this IBM men 
would wholeheartedly agree, but 
what I learned there had more to 
do with the internal problems of 
installation than with management 
attitudes. To serve them adequately 
and do their best for the customers 
the salesman, they feel, has to be 
something of a consultant. Suppose 
they have to start with a firm whose 
manual systems are unsuited for 
transference to automatic process- 
ing. In that case a close study will 
be necessary to discover, in the first 
place, whether automation is 
advisable at all! If, after investi- 
gation, it can conscientiously be 
recommended the further question 
arises as to what changes are neces- 
sary in the existing system before it 
can be efficiently transferred to 
machines, and whether punched 
cards or computers are the right 
machines to use. 

IBM would agree entirely with 
a recent critic of computers who 
suggested that before succumbing 
to the latest craze and engaging in 
large, and possibly wasteful, expen- 
diture, which they might sub- 
sequently regret, firms should see 
whether by streamlining _ their 
normal systems, they could not 
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make them perfectly adequate to 
their tasks and whether more 
modest, mechanical equipment 
might not serve their purposes 
admirably. When called in, IBM 
would regard it as the responsibility 
of their salesmen, as experts, to 
advise on such matters. To put an 
unsuitable system into the compu- 
ter would only mean doing the 
wrong thing more thoroughly, and 
could even set a firm nicely on the 
road to ruin. 


Long-established firms wishing to 
modernize old-fashioned systems 
are often advised to start by recon- 
structing part of their organization 
and installing simple, less expensive 
punched card machines. This is 
learning to walk before they try 
running. When the experimental 
period is over and experience has 
been gained an advance can be 
made towards more aristocratic 
installations. This is not as extrava- 
gant as it sounds because most 
electronic machinery on this scale 
can be had on hire or else traded 
in when the change is made. 


Patience pays : 


Once the system itself is adjusted 
to the machines it is unlikely to need 
further alteration as the machines 
become obsolete. Although 
improvements are being made all 
the time the fundamentals of 
electronic data processing seem to 
be firmly settled. There is no need 
to fear that keeping up to date will 
involve periodic upheavals. Some 
firms want to go too far, too fast. 

Gradualism is better. Not only 
is there an organizational problem, 
but also one of staff. This is not 
so much a problem of redundancy 
as of aptitude. What happens, for 
instance, when a man in charge of 
a vital department is utterly unable 
to adapt his mental processes to 
the logic of the machines? It hap- 
pens sometimes and the situation 
can be painful for all concerned 
Others, besides those in such 
exalted positions, may labour under 
the same difficulty. Sometimes a 
far-reaching overhaul of staff is 


necessary, and this is better done 
little by little than in a tearing 
hurry. 


During these early stages the 
salesman acts in a _ consultative 
capacity. To do his job properly 
he has to be diplomat, psychologist 
and statesman, as well as technical 
expert. Then, when he has arrived 
at the point of making his recom- 
mendations, it is his business to 
supervise the changeover, first of all 
preparing a plan of more than 
military precision and detail which 
is submitted to the management. 
The whole process of changeover 
may take as long as six months. 
Often it is advisable to run the old 
and the new side by side for a brief 
period. By this time the system has 
been revised, staff selected and 
trained and, at last, the great day 
comes when the panel lights begin 
to twinkle. 

But the whole evolution, before 
an organization becomes fully 
electronic, may take ten years; 
when the punched cards are flowing 
well it will become evident whether 
a small computer is likely to be 
worth while. 


This done, it may be possible to 
consider a bigger operation, the 
integration of several different 
functions in the firm so that all are 
dealt with together in one process. 
For instance, payroll, piecework 
rates, the costing of the hours 
worked by the machines and the 
product cost, may all be fitted 
together to form part of a single 
programme. For the really big 
firms the possibilities seem to be 
limitless. We may find the day 
coming when government depart- 
ments themselves are amalgamated 
so that the best can be made of huge 
computers. The main objective, all 
the time, is management control 
and, through control, speed and 
efficiency. 

British Home Stores are a noted 
firm that have started well on the 
road, although it may be that their 
problem is not one that will require 
much advance from where they are 
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DANGER—men at 


When managements back their safety departments 


accidents decrease. 


The saving in money and suffering 


is large and immediate. 


LMOST too paralyzed to 
A shout a warning, workers 

await intently the horrid 
thud when the screaming man, 
dropping past a network of scaf- 
folding, hits the ground. They 
stand around while the ambulance 
bell clangs up the street and the 
mess that remains is carried away. 
For some days afterwards there is 
an atmosphere of gloom among 
them. Work goes slowly and safety 
precautions suddenly seem import- 
ant. Then new events obliterate 
the incident from memory. One 
more statistic goes into the records. 
No permanent change occurs. 

Three times a day this unhappy 
experience mars British industry. 
In terms of human suffering the 
cost is incalculable. In financial 
terms it is huge. All the evidence 
I have been able to collect suggests 
that most of this loss is not 
necessary: but managements are 
apathetic and the men, although 
the victims, could not care less. 
The attitude of the men is under- 
standable. Many of them have 
learned to live with danger, and 
familiarity with peril has rubbed 
the edge off caution. 

But managements are in a 
different category. The evidence 
is clear that while there are as 
many precipitating causes as acci- 
dents, there is only one universal 
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underlying factor—the unconcern 
of management. In firms where the 
management becomes seriously 
active in the matter, the accident 
rate immediately begins to decrease. 

However, many lessons can be 
learned from what is happening. 
Because safety regulations in this 
country are not as comprehensive 
as they could—or should be—the 
business world is thrown back on 
its own resources. Special safety 
departments are springing up in 
practically every major company, 
and there is a growing feeling that 
it is far better for the company to 
spend money on preventing human 
suffering and industrial dislocation, 
than on compensating people after 
the event. 


Responsibility lies at the top 


In an effort to find out how a 
large company organizes for safety 
and how it gets its message over, 
I went along to L.C.I. where I saw 
John Gardner, section head of 
the Central Safety Department. 
Briefly, their set-up is as follows. 
The Central Safety Department is 
organized into two sections, one 
concerned with the technical side, 
the other concentrating on educa- 
tion and information. 

The department keeps an eye on 
what is happening both inside and 


outside the company, suggests 
policy, co-ordinates activities and 
disseminates information in addi- 
tion to representing the company 
on outside committees. This set-up 
is duplicated in each of the group's 
manufacturing divisions. In some 
of the larger works, there is a 
resident full-time safety officer. 
who is responsible directly to the 
works manager. 

I.C.I. is a very large group, and 
the safety department is directly 
represented on the main board of 
directors. In practice this permits 
a two-way channel of information 
and authority, which is, I gather, 
very effective. Such a position is 
important from the safety officer's 
point of view. Most of them are 
advisory, but when backed by a 
director, they work in the know- 
ledge that they will be helped 
should co-operation be lacking. 
This, possibly more than any direct 
order or company regulation, sets 
the standard in the group. 

With the ‘tone’ established, the 
rest is relatively easy. No effort is 
spared to solve what Mr. Gardner 
called the basic problems involved 
—environment and methods. 
Statutory regulations are primarily 
concerned with the first question, 
but LC.I. backs these with their 
own schemes. They insist on clean 
working conditions, protective 
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by Christopher Scott 


clothing, and the best facilities for 
employees. 

The second major problem 
affects working methods. They 
tackle this by many varied training 
schemes designed to make each 
person a more efficient and safe 
worker. This includes study of a 
man’s job and the issuing of de- 
tailed working instructions. Only 
recently a safety training manual 
has been issued for general use 
throughout ,the company. 

The Laing Group of Companies 
(which this year won the Sir George 
Earle Trophy, the Royal Society 
for the Prevention of Accidents’ 
premier industrial award) have a 
similar story to tell even though 
their problems are entirely differ- 
ent from those of LCI. Their job 
is further complicated by the 
nature of the work, number of 
casual men involved, and the differ- 
ent standards maintained by the 
various sub-contractors on a large 
site. They have, however, a brilliant 
record in accident prevention made 
possible only by careful study of 
their accidents and the maintenance 
of standards by their good safety 
organization. 

To overcome the hazards of the 
work, Laing’s lay great stress on 
preventive measures, whether for 
machinery and equipment, or the 
men. Wherever possible, they get 
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agreements with the trade unions 
about the wearing of helmets, and 
refuse to let certain classes of 
employees work until they have 
passed certain standards in their 
handling of machinery and cranes. 
They also hold regular site meet- 
ings of workers, and any action in 
contravention of company safety 
regulations (all employees receive 
a copy) is regarded as a severe 
breach of discipline. 


Direct lines of 
communication 

Contracts are becoming bigger 
and higher year by year, and every- 
thing depends, Mr. J. A. Hayward, 
chief safety officer told me, on 
the nature of the job before de- 
ciding upon site safety staff. During 
the building of the M1 for example, 
four full-time men were regularly 
on the job. Backing the field 
organization are direct lines of 
communication between site, head 
office and managers. If an accident 
is serious, a preliminary report is 
immediately made to the managing 
director and the other senior super- 
visory staff. This sense of urgency 
has paid dividends: their accident 
rate is falling steadily; in several 
groups of accidents which seriously 
affect the building and construction 
industry, their experience is oppo 
site to the national average and has 
been so for several years 

Other try different 
methods to get the message over 
to their Stone’s of 
Charlton combine safety with wel- 
fare because they feel a worried 
man is not a safe worker, and if 
can help to solve personal 
Inside the fac- 


companies 


employees 


they 
problems, they do 
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Familiarity with 
peril rubs the edge 
off caution 


tory their safety officer prefers to 
rely on personal contact with the 
men and foremen. As one who 
used to work inside the factory, 
he feels this is the only way to 
make the men aware of the danger 
inherent in certain jobs. Poster dis- 
plays sometimes help, but Stone’s 
again try to be different: they feel 
that shock tactics have the biggest 
impact. 

Despite the dislocation that 
accidents cause, few companies 
have as yet made any effort to 
assess the true cost. If they did, 
no doubt something would rapidly 
be done. One firm which has taken 
the trouble presented some rather 
disturbing figures. In 1956 a 
reportable accident cost them in 
labour time anything from £8 7s. 
6d. to £73, plus head office charges 
of £2 Ils. 4d. Lost production 
averaged anything from £15 to hun- 
dreds where a fatal one occurred, 
because their experience showed 
that the tempo of work slowed 
down for days. 

Few firms have gone quite as 
far as this, but several, including 
the National Coal Board, have car- 
ried out special studies to see if 
any safe conclusions can be drawn 
from the evidence and statistics 
available. A few years ago they 
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issued a report which gave several 
interesting generalizations. 

It was felt that accidents tended 
to breed accidents at an alarming 
rate. Like a doctor who has learned 
to associate one disease with an- 
ether, the Coal Board found that 
a rise in accident rates was only 
too often closely associated with 
deteriorating industrial relations, 
strikes, low productivity and stag- 
nant production. The rate naturally 
became accepted as a kind of fever 
chart. Once it went up in certain 
areas, trouble was expected. It 
frequently came. 

At the same time, attention was 
given to the size of the working 
unit, group mentality, and accident 
It was found that a man 
who was employed in a larger pit 
was in much more danger than one 
working in a smaller mine. This 
experience is certainly not true in 
manufacturing industry, and even 
the Coal Board admits that subse- 
quent research has tended to blow 
holes in some of their 
theories. 


rates. 


earlier 


Psychology plays a part 
Whatever interpretation psycho- 
logists may put upon the results of 
group mentality and habits, there 
are several examples, especially in 
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some of our older industries and 
ports, where deeply ingrained 
practices are difficult to change, 
and in which a poor accident 
record plays its part. There have 
been several examples during re- 
cent years of continual trouble on 
major construction jobs where 
strikes, absenteeism, go-slows and 
serious accidents have continued 
apace. But it might be stretching 
the available evidence a bit too 
far to suggest they invariably go 
together. 

National statistics do not tell the 
whole story. The 180,000 cases 
notified to the Chief Inspector of 
Factories can be stretched to an 
estimated two million if we include 
every injury. The numbers of 
working days lost through acci 
dents far exceed the number lost 
through strikes; while the British 
Productivity Council say that £100 
million worth of production is lost 
each year. These are staggering 
figures, and they occur in spite of 
increasing efforts to make industry 
safety conscious. 

After a slow but steady fall in 
the number of accidents during the 
1950's, the trend changed dramatic- 
ally in 1960. Two-thirds of all 
*reportables’ are still attributed to 
the carelessness of individuals, and 
this presents safety officers with 
their most difficult problem. Edu- 
cation, training and direct contact 
are the most popular ways adopted 
by the safety organizations in their 
fight to overcome the indifference 
of so many men. Frequently I was 
told that many accidents and 
several deaths were caused by men 
who wilfully disobeyed company 
safety orders and statutory regula- 
tions. 

The biggest single class of acci- 
dents is caused by incorrect hand- 
ling, mainly to arms, hands and 
legs—one in every four in fact. 
Second in the line of major causes 
is the use of machinery, and this 
acccounts for a disproportionate 
number of severe or fatal accidents. 
Although the numbers’ might 
appear small compared with the 
universal use of machinery, the 
nature of many of the injuries 
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suggest that much more research 
is needed, especially in certain 
branches of the engineering indus- 
try. People falling is another big 
contributor to the national figures. 
This is especially true in the build- 
ing industry, although what is 
surprising about the group is that 
as many are hurt from falling over 
as from falling from one level to 
another. 

These three groups alone account 
for over 60 per cent of all accidents. 
This is the national classification, 
but within each industry, firm and 
factory, there are often wide varia- 
tions as our examples have shown. 


The law does not 


cover these risks 


Part of the trouble lies in the 
obvious defects in our present sys- 
tem which can only be remedied 
if the Government gives a more 
positive lead. At the moment only 
50 per cent of our industfial 
workers are covered by the Fac- 
tories Acts: many dangerous occu- 
pations are not covered at all. In 
the field of accident prevention, 
there is little co-ordination, and it 
is too limited. Far too many pri- 
vate and semi-public organizations 
all play their part; there is much 
waste of time and energy through 
duplication of effort. Remarkable 
though it may sound, several com- 
panies have no organized safety 
measures, and in many that do 
exist, the workpeople not 
actively engaged in work. 

Until recently, even the Trades 
Union Congress took only an 
occasional and superficial interest 
in this vital subject. They have, 
however, now asked for a national 
campaign combining health centres 
with a stricter watch on the ust 
of materials liable to injure. 

Our own failure to promote 
adequate measures was highlighted 
during the Second World Congress 
on the Prevention of Occupational 
Accidents. Out of 16 groups of 
measures recommended, we had 
only one that was effective. Twelve 
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were found to be partly effective, 
and three were not operated at 
all. This may be the result of piece- 
meal development, but if the spirit 
and effort now being shown by a 
host of competing organizations 
were harnessed, perhaps we could 
tell a vastly different story. 

Practically every other country 
is ahead of us in its statutory 
obligations. In Canada, where it 
is a question for the provincial 
governments, the employer is made 
personally liable in one State for 
paying compensation if it is shown 
that he has been negligent. In 
France, most of the industrial 
safety legislation is based 
upon a labour and social welfare 
code under which regulations are 
issued. There is a statutory obli- 
gation for each factory occupier to 
employ a doctor to examine all new 
entrants into employment and to 
conduct periodic inspections of the 
premises and processes. 

Swedish legislation provides an 
important example of making the 
employees an integrated part of 
accident prevention. Basic safety 
standards are laid down for all 
forms of employment. A Govern- 
ment inspectorate is established for 
enforcing health and safety regu- 
lations, and this is attached to the 
State Insurance Institute. The 
importance of getting the workers 
interested lies in their role of per- 
manent inspectors. All establish- 
ments employing more than five 
people elect safety delegates, and 
these can report direct to the 
Government inspector if the em- 
ployer fails in his duty. 

Several other far less industrial- 
ized countries can also boast 
schemes which show that as yet we 
have only started to tinker with the 
problem, Until we make a start at 
co-ordinating the efforts of the 
various concerns that are now 
carrying out the work and trying 
to lay down standards, and make 
our basic statutory requirements 
much more comprehensive, it looks 
as if industrial safety will continue 
to be the cinderella of social and 


industrial problems in this country. 
END 
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HY do British industries 
neglect Japan? — this 
was the question I was 


asked repeatedly during a recent 
visit to Japan. It was askel by 
merchants, bankers, industrialists 
and even Government officials, and 
often expressed in tones of astonish- 
ment or regret. 

Without doubt there is a great 
deal of good-will towards Britain 
and British goods in Japan. Britain 
is the biggest European market of 
Japan, but the Japanese are also 
anxious to develop their trade in 
the other direction. 

Since the new trade agreement 
of July, 1960, came into force, an 
upward trend in the trade between 
Great Britain and Japan has been 
recorded. During the first six 
months of 1961 U.K. exports to 
Japan were valued at £20.8 million, 
compared with £12.8 million during 
the corresponding period of 1960. 
Imports from Japan _ increased 
from £20.0 million to £24.4 million 
during the same period. But this 
is only a pointer. I am convinced 
that our exports to Japan could 
be much greater still, both in the 
near future and in the long run. 

Japanese industry and economic 
life generally is expanding at an 
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The Japanese are great present 
givers—and British goods have 
snob appeal 


by 


unprecedented rate—greater than 
that of West Germany. During the 
last six years industrial output has 
more than doubled. The Japanese 
Government has drafted a ten-year 
plan (1961-1970) which aims at a 
further doubling of the gross 
national product by 1970. Every 
industry has its development plan, 
and these are not just blue-prints 
but firm projects 

The plan foresees an expansion 
of the country’s global exports from 
$3,625 million in 1959 to $9,320 
million in 1970. But imports will 
also be increased from $3,976 
million to $9,891 million. 

It is a formidable undertaking. 
No doubt Britain and other indus- 
trial countries will have to count 
with increasing Japanese competi- 
tion. But at the same time Japan 
will offer steadily increasing possi- 
bilities as an export market. 

Japan has accumulated foreign 
exchange and gold reserves to the 
value of £800 million, and is 
gradually liberalizing her import 
policy and foreign exchange regu- 
lations. In practical terms this 
means that the possibilities of 
exporting to Japan are expanding 
and improving. An _ additional 
advantage of exporting to Japan 
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is the fact that Japanese importers 
do not expect lengthy credit. 

The upward trend of U.K. exports 
to Japan, particularly in the raw 
material and engineering field is 
encouraging, and conditions are 
ripe for a further—much bigger— 
increase, provided that individual 
British manufacturers make the 
necessary effort. 

But the British share of Japan’s 
over-all imports is still low. Japan’s 
global imports of machinery and 
transport equipment have increased 
steadily from £103 million in 1957 
to £145 million in 1960. Imports 
from Britain were maintained 
throughout at about 5.5 per cent. 

It is impossible to analyse the 
export possibilities for individual 
products and industries in detail, 
but the case of office machinery 
may be quoted as an example. In 
1960 Japan’s imports of office 
machinery were valued at £18.1 
million. The U.K. share accounted 
for less than £1 million. 

One of the characteristic post- 
war features of industrial Japan is 
the technological co-operation be- 
tween Japanese manufacturers and 
leading foreign concerns. There 
is no doubt, that these agreements 
(mostly licensing agreements for 
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ising Markets 


Japan is anxious to buy British—if only 
British manufacturers would go and show what 


they have to offer. 


manufacture in Japan) have greatly 
contributed to the brisk develop- 
ment of Japanese industries. But 
at the same time these agreements 
have proved of considerable value 
to the western licensors. In addition 
to receiving royalties and other 
payments, the licensors were able 
in many cases to export their own 
products when the Japanese part- 
ner had secured orders beyond his 
production capacity. The proof of 
western firms being satisfied with 
these arrangements is_ clearly 
demonstrated by the fact that many 
companies which concluded agree- 
ments in the past have subsequently 
renewed them. 


In addition to the acquisition of 
technical ‘ know how’ from abroad 
a great deal of original research 
and development work is being 
carried out by Japanese firms, 
many of whom possess impressive 
research laboratories. In fact, some 
European firms are now receiving 
information from Japan. 


The number of British firms 
who have entered into such 
arrangements is very small indeed, 
compared not only with American 
but also with continental European 
firms. At a time when Britain's 
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invisible export reserves are falling? 
such agreements could not only 
provide valuable income for the 
individual firms, but could also 
supplement the nation’s foreign 
exchange earnings. 

British producers of consumer 
goods also have excellent oppor- 
tunities to develop their exports to 
Japan. The Japanese love foreign- 
made goods, and British products 
have a first-class reputation. The 
rising standard of living together 
with a trend towards western-style 
food and clothing provide new 
openings for U.K. goods in Japan. 

The Japanese are in the habit of 
giving presents to all their friends 
at least once a year, and gifts of 
foreign made goods (say a tin of 
biscuits) have great snob-appeal. 
It is customary in Japan for every 
employee to receive a bonus equal 
to a month’s salary twice or three 
times a year. This fosters a tradi- 
tion of present-giving on a scale 
unknown in the West. 

There is also a great interest in 
British books and publications. The 
market is flooded with American 
publications, but U.K. publishers, 
especially those specializing in 
scientific and technical literature, 
could increase their sales to this 


market considerably. In addition 
the large well-to-do western 
community in Japan is itself a 
worthwhile market for high-grade 
consumer goods. 

Having talked with many U.K. 
manufacturers after my _ return 
from Japan, I am convinced that 
the main obstacles to developing 
trade with Japan are of a psycholo- 
gical nature, and have nothing to 
do with economics. There is a lack 
of knowledge about the present-day 
Japan and its possibilities as an 
export market. Very few British 
businessmen have been to Japan 
since the war. 

The lack of knowledge is not 
confined to British business circles. 
There is also a lack of knowledge 
in Japan about British industry’s 
technological achievements and of 
possibilities of buying in Britain 
goods which Japan needs. Know- 
ledge promotes trade and the 
Japanese are only too eager to 
learn. To this end Sir Norman 
Kipping, Director-General of the 
F.B.I. is to visit Japan this month. 
It is to be hoped that after 
his return he will help allay the 
still prevalent fear among certain 
British manufacturers that the 
Japanese are buying in order to 
copy—a fear which is based on old 
prejudices and has no relevance 
to modern Japan. 

Another obstacle is the geo- 
graphical distance. But small 
firms in non-competitive fields, or 
firms which manufacture comple- 
mentary goods could make a joint 
effort in the Japanese market. This 
would entail a joint representative 
who would be on the spot to secure 
appropriate agents. In this way the 
expenses could be split among the 
participating firms. 

As a direct result of a visit to 
Britain by a Japanese machine tool 
delegation in the autumn of 1960, 
U.K. machine tool exports to Japan 
in the first six months of this year 
were valued at £861,545, compared 
with £234,029 during the corres- 
ponding period last year — an 
increase of nearly 300 per cent. 
Other industries, please note. "VP 
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There are new stirrings 
of activity in marketing 
education. Both tech- 
nical colleges and 
independent firms are 
sponsoring useful 
courses. But much 


more needs to be done 


by Wilfred Altman 
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How would you fare in a marketing 


examination? 


Marketing 
Studies — 


a roar 


of change 


is overdue 


ITH the Chancellor of 
the Exchequer, the Presi- 
dent of the Board of 


Trade and the Minister of Education 
somewhat belatedly realizing that 
facilities for marketing education in 
this country are lacking, it is time to 
review what has been happening in 
this field in recent years, and notably 
in the last few months, and the course 
of action that ought to be followed 
in the future. 

There has beeen a certain, but very 
limited, amount of educational work 
in the marketing field for some years. 
Indeed, the Urwick Committee, 
reporting on the needs of manage- 
ment education in the late 1940's, 
included in its syllabus for the 


BIM/Ministry of Education Diploma 
in Management the subject of Sales 
and Distribution. 

The standards set by different 
colleges offering the same course 
have varied, but at some of the best 
technical colleges the subject has been 
treated very effectively. In fact a 
number of younger men who now 
hold down responsible posts as 
marketing managers with important 
companies received their basic mar- 
keting education this way. 

But what exactly has been covered ? 
A typical external examination paper 
is reproduced. It was set at the end 
of the 28-week course (one session 
a week of 14 hours) at London’s 
Regent Street Polytechnic. (How 
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well would you fare at this examin- 
ation ?) 

The Polytechnic has in fact 
attempted something of a pioneer- 
ing job in marketing education in 
London. In the early 19S0's, it 
offered courses of one half-day a 
week for 12 weeks, in marketing 
and business forecasting. The man 
behind these courses, as in much of 
the Polytechnic’s Programme of 
Marketing Studies, was Eric 
Shankleman, Director of Marketing 
and Economic Research Ltd., who 
was responsible for its programme 
of marketing studies. 

Later, in 1957, the Polytechnic 
attracted an audience of 250 senior 
businessmen to its penetrating series 
‘New Developments in Marketing.’ 
The subjects, handled by top lec- 
turers in each case, were * The Post- 
war Economy and the Impact of 
Marketing,’ * Changing Channels of 
Distribution,” *‘ New Developments 
in Advertising, ‘Whither Market 
Research,” and * The Integration of 
Marketing and Production.’ 

London’s technical colleges, there- 
fore, cannot be accused of standing 
still and doing nothing with regard 
to marketing education. Courses in 
the Formulation of Marketing Policy, 
Motivation in Marketing, Measuring 
Advertising Effectiveness, the Role 
of Marketing Research, Techniques 
of Marketing Research, Industrial 
Marketing and Research are included 
in their programmes of marketing 
studies. These are taken from one 
London Polytechnic; others are 
being held at the L.C.C.’s College of 
Distributive Trades and elsewhere. 

Technical colleges certainly are 
pushing ahead. During recent weeks, 
Hendon Technical College, and now 
Ealing, have advertised for specialist 
lecturers. Ealing’s programme is 
particularly ambitious. Four full- 
time specialists are to be appointed 
to organize a new Division of Mar- 
keting of the School of Business. To 
quote the advertisement: * The 
Division will specialize in marketing 
education and will be one of the first 
of its kind in the country. The 
courses to be offered will be based on 
first-hand experience and research, 
to be carried out in the Division, into 
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British marketing practice and prob- 
lems. Successful applicants for the 
posts advertised will have the oppor- 
tunity of making significant contri- 
butions to British Marketing Educa- 
tion.’ 


The emphasis is 
on research 


The important aspect of the Ealing 
project is its emphasis on research as 
a basis for marketing education. 
This is clearly necessary. If they 
give their staff the opportunity not 
only to go and dig out the facts and 
reasoning behind British marketing 
practice and policies, but also give 
them the chance to think deeply 
about what they have found, then 
their lectures and courses will have 
the basis of distilled and digested 
observation and understanding which 
is so necessary if British marketing 
education is to begin to approach 
American standards in this field. 

The important contribution that 
educational establishments can make 
in marketing education is this: they 
are independent enough to deal not 
only with the successes in marketing, 
but also with the failures. There is 


much to be learnt from both. Often, 
though by no means in all cases, 
there is a tendency in commercial 
courses or lectures given by pro- 
fessionals in the field of marketing to 
concentrate on the successes; it is 
the bad not the good that’s under- 
standably interred. 

At Ealing, background courses 
will provide tuition for new entrants 
into marketing; there are to be 
appreciation courses for non-mar- 
keting executives, training courses in 
operational aspects of marketing for 
marketing executives, snd _ post- 
graduate courses in marketing. 

What have the universities been 
doing in this field? A little, but 
nothing like as much as they ought. 
There has been sterling work by 
Walter Taplin, Reader in Promo- 
tional Studies at London University. 
His work on * The Logic of Adver- 
tising Appropriation Policy’ (a 
résumé of which is included in the 
Market Research Society’s volume 
on ‘ Marketing’—the Oakwood 
Press, 1961) is well worth reading by 
all marketing men. 

Some work has been done at 
Manchester University and Edin- 
burgh now has a full-time member 
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of the staff concentrating on mar- 
keting. 

But it all adds up to very much less 
than needs to be done. There is 
evidence, however, of awareness of 
deficiency. The latest sign is the 
intention of a member of the 
staff of the University of Edin- 
burgh to organize a conference 
on the whole subject of marketing 
education. 

Leaving the area of educational 
establishments and turning to com- 
mercially-sponsored courses, there 
is evidence of recent activity. 

One of the most recent courses is 
the two-day programme conducted 
in April by the newly formed Lon- 
don School of Marketing, sponsored 
by Sales Audits Ltd. Their aim is 
to provide facilities for directors and 
senior executives to study modern 
marketing techniques and to keep 
abreast of new developments ‘ with- 
out having to leave their offices for a 
lengthy course.” 

The courses, which are to continue 
at periodic intervals and embrace 
‘Studies of Individual Markets 
in Britain,” as well as overseas, 
are addressed by speakers from 
the industrial, economic and adver- 
tising fields. The first, on the 
‘Problems of Marketing in the 
Sixties,” attempted to cover such 
subjects as Market Planning and 
Strategy, Appraising the Sales Effort, 
and Consumer Research. 


The facts for the 
board room 


Lectures during the first course, 
Mr. Adam Johnstone, chairman of 
Sales Audits Ltd., told the writer, 
were designed to provide the sort of 
information to assist directors and 
executives in “reaching correct 
decisions on marketing policies in the 
board room.” The information, 
however, was particularly aimed to 
fill in the over-all marketing picture 
for directors not normally engaged 
specifically with sales or marketing 
problems, but having to sit in judg- 
ment on the policies proposed by 
their marketing colleagues. 

In May this year, the Institute of 
Marketing and Sales Management 
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announced details of two courses to 
be held by its College of Marketing. 
The first, a three-day course (held in 
June) aimed to cover a short, inten- 
sive programme of merchandising 
and sales promotion for marketing 
managers, field sales executives, 
product managers and agency ac- 
count executives. 

These courses, therefore, are in- 
tended more for operational staffs in 
marketing. Apart from lectures by 
prominent merchandizers, 50 per cent 
of the course is to be devoted to 
working sessions and group dis- 
cussion. This would seem to be a 
particularly desirable feature, 
essential in marketing education. 

Finally, one-day seminars on mar- 
keting are also organized by the 
British Institute of Management. 
Several seminars on industrial mar- 
keting and marketing policy have 
already taken place, and more are 
planned. These are designed for 
directors, and senior marketing 
executives, and are usually addressed 
by top marketing men. 

What about the firms themselves ? 
For some time, individual companies, 
besides sending representatives on 
outside sales courses, have started up 
their own sessions. There seems to 
be a trend now, however, for edu- 
cation and training departments to 
go further and organize study 
programmes for their own execu- 
tives, and seconding selected per- 
sonnel to. specialist marketing 
organizations. 

Thus, the Beecham Group have 
had an internal course on * Statistics 
in Marketing,’ and the Electricity 
Council have conducted their own 
senior marketing courses. In both 
cases, Marketing & Economic Re- 
search Ltd. acted as advisers. This 
firm also recently introduced a 
scheme whereby selected personnel 
on clients’ staffs are seconded to it 
to work on these clients’ industrial 
marketing research problems. They 
then return to their companies, 
having been trained in industrial 
marketing analysis and _ research 
methods. 

To this list of companies who are 
organizing internal courses may be 
added many others who, through 


marketing departments, organize 
seminars or courses on marketing. 
These include British American 
Tobacco, Nestles and A.E.I.-Hot- 
point. Often this work is based on 
market research staffs of companies, 
and this aspect of their duties is 
growing fairly fast. 


University chairs 
in marketing 


There are stirrings, therefore, of 
change. But there needs to be a 
roar. The new colleges of tech- 
nology must realize that they must 
sponsor research and education in 
marketing which is as much part of 
technology as electronics. The new 
colleges and universities too should 
take a lead in this respect: mar- 
keting experts consider that at least 
five chairs in marketing are needed 
at British universities in the next five 
years, and that British companies 
should give a lead inthis. They have 
endowed other chairs. What about 
marketing? The commercial tele- 
vision companies might well set an 
example in this respect. 

This is clearly an ultimate need 
in Britain. We need to attract to 
marketing education at important 
schools and colleges people of first- 
rate intellectual calibre with a sym- 
pathetic interest in marketing prob- 
lems, who can apply their thinking to 
the very real problems that confront 
marketing management. 

Industry can further help in this 
process by insisting that technical 
colleges, schools and universities in 
their areas treat marketing as a 
serious subject of study, and give 
teaching staffs devoted to this work 
the opportunity to study marketing 
problems by providing access to 
marketing management and staff. 

The various commercial and pro- 
fessional courses which are being 
developed on the lines described will 
doubtless contribute to furthering 
marketing knowledge. But it is to 
the established educational establish- 
ments that one must look if resources 
for research are to be effectively 
applied. It will only be on the basis 
of this research that a comprehensive 
scheme of marketing education can 
really be developed. END 
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Cannot be trusted with 
a telephone 


The Temporary— 


a loan without interest 


The shortage of secretaries enables half-trained girls, 
backed by agencies, to hold employers to ransom 


} . . TEMPS! Temps! Temps! Temps! £14 plus! 


Short hours! Free travel! Paid Holidays! START 
NOW! 

Every night of the week employment agency 
advertisements like this, appearing in the evening 
papers, illustrate that the shorthand-typist holds the 
world in her palm—and she knows it. 

The demand for her services has never been 
greater and her willingness to offer them has never 
been less. 





Arrive when 
they feel like it 





co 


Girls who were delighted to earn £10 per 35-hour 
week in a permanent job two years ago find it 
amusing to be offered that kind of money now. They 
can earn almost half as much again doing temporary 
work with infinitely less trouble. 

Temporary jobs offer variety—a new office and 
new faces every week or so—no filing, no making 
tea, no detailed work and, best of all, no discipline. 
Any girl who dislikes her employer, his office regula- 
tions or even the typewriter, knows she can walk 
out at once and arrive at a new job the following 
morning. 

Demands on her skill are few and most employ- 
ment agencies rarely require any references from 
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by Maureen Gregson 


new staff. A number do not even set an initial 
proficiency test and those which do are not particu- 
larly concerned with the result. Girls who are not 
up to a reasonable standard may be offered less 
money per week—but their temporary employers 
will still have to pay full rates. 

In fact, what used to be the married women’s way 
of making a little money during the holiday period 
has now become a full-scale racket involving 
thousands of working girls. Thus many businesses 
are finding it quite impossible to retain permanent 
stenographers and are having to base their entire 
internal efficiency on fleets of erratic and incom- 
petent temporaries. 

For this system they are paying the agencies 
between £14 and £18 per girl per week. This makes 
an agency profit of £3 per head. Obviously far 
more than could possibly be made through supplying 
permanent staff. 

To secure this happy position, as business 
employers increase their wage offers to attract 


Demands on their 
skill are few 


permanent staff, so the agencies have little hesitation 
in raising theirs to temporaries. 

Although the Employment Agents’ Federation, 
extremely concerned about the situation, has now 
ruled that its members pay a maximum of £10 10s. 


continued on following page 
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-SILENTLY 


at less cost than ever before 


In one room, or every room, the new TEMKON, floor 

mounted, room air conditioner, silently, unobtrusively, 

keeps air cool and fresh, maintains the staff at peak 

efficiency all day. 

With a Temkon air conditioner in every room the cost is 

still 30° to 50% /ess than that of a central installation. 

@ it's the Worid's quietest room air conditioner 

@ VUnodtrusive siim-ltine construction and a duo- 
tone finish ensure that it will biend with any 
office decor 

@ —And this unit neats as well 


FLOOR MOUNTED 
ROOM AIR CONDITIONER 


TEMPERATURE LIMITED 
BURLINGTON ROAD, LONDON, S.W.6 PHONE RENOWN 5813. 
Makers of the World's quietest room air conditioner, 





Please send details of the new TEMKON floor mounted room air 
conditioner 


NAME 
POSITION COMPANY 


ADORESS 











continued from previous page 
for a 30-hour week, it is having only partial success. 


A number of its members are paying only lip service 
to this agreement by offering travel allowances, 
bonuses and even, in one case, a cigarette allowance 
in excess, 

But, on the whole, agencies attached to the 
Federation can be considered as being the most 
reliable from the business firm’s point of view 

However, very many agencies are not members and 
are continuing to pay as much as 9s. an hour. That 
is a totai of £13 10s. for a 30-hour week. 

The girls, too, are naturally very content to know 
that they are in a position to hold their employers to 
ransom. Besides being bad stenographers many of 
them are uneducated as well, but as they are aware 
that their agencies will back them there is no incen- 
tive for improvement. 

They cannot spell, punctuate or write a simple 
grammatical business letter on their own initiative— 
although the same could be said of some of their 
employers! 

They cannot be relied upon to answer a telephone 
correctly, or even to return to the office after the 
lunch hour. Warm days are most dangerous for an 
employer of temporary staff. The urge to spend an 
afternoon in the sun is much stronger than the urge 
to work when so much money can be gained so 
easily. 

A lot of the single girls have never held a job for 
more than a few weeks in their lives. They may 
have left school with a smattering of shorthand and 
typing and gone straight inte temporary work, or 
they may have been generally unsatisfactory in the 
permanent jobs they tried. Others have suddenly 
discovered the freedom from consistency which 
temporary work supplies. 

According to the Employment Agents’ Federa- 
tion, which completed a statistical survey of the 
position last summer, only 24% of the temporary 
staff would normally be available for permanent 
work. The inference being that the other 974% 
comprises only married women who cannot work 
long hours, and girls filling in time while looking for 
new jobs. Yet, if this is so, the present alarming 
dearth of permanent staff is inexplicable. 

Membership of the E.A.F. is, course, purely 
voluntary and the Federation itself feels that better 
agreement can be reached in this way. But those 
agencies at present abiding by its standards of pay 
and proficiency are obviously losing business to 
those which are not. It appears that unless all the 
employment agencies are compelled to join and obey 
the rules, no control can be introduced. 

Unless business firms are prepared to obtain 
staff through E.A.F. members only—or go wit} 
agencies will not feel the vital necessity to } 
Federation and the situation must conti 
deteriorate. 
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COAL helps BULMERS 
Woodpecker Stay Top of the Tree 


‘BrrTeR-swEET’ apples cared for in the sun-tanned orchards 
of the West Country . . . that’s how cider, one of the trad- 
itional drinks of England, is born. From the succulent 
juice of these apples Bulmer’s blending experts, skilled in 
the art of cider making, produce the sparkling, refreshing 
taste of their famous Woodpecker cider. Today this popular 
cider is enjoyed by the young at heart all over the world. 

The men who control the policy of this company choose 
coal to provide the steam power at the world’s largest cider 
works in Hereford. They know that coal, fired automati- 
cally and burned smokelessly, gives maximum efficiency 
at the most economical cost; that supplies of this home- 
produced fuel are assured for generations to come. 

If your voice is a deciding one in the question of fuel, 
remember Bulmer’s. You could well follow their example 
and see how coal satisfies a thirst for progress. 





Here are some key facts and figures about the 
consumption of coal at Bulmer’s Hereford Plant: 


poueandens 3 shell type 
Method of firing: .s«seee. Chain grate stokers 
Steam pressure: ocveccceenns RD CRE ROL 
Steam temperature: comaaie 341°F. and 370°F, 
Max. continuous rating: .... ia 28,000 Ibs of steam per hr, 
Annual fuel consumption: ...................... 5,300 tons of coal 


SOLID FUEL— 
more heat at less cost—and it’s British 














PROGRESSIVE INDUSTRY IS GOING FORWARD ON 


ISSUED BY THE NATIONAL COAL BOARD 
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Increasing paperwork 
demands easy and 
efficient methods of 


Photo- 


copying processes have 


reproduction. 


greatly improved in 
recent years and 
machines are available 


for every need 


With the Rank XeroX 914 office copier 
a distinct advantage is that copies from 
an original can be produced either 
enlarged or reduced 


Photocopying 
Made Simple 


by Alan Bartleman 


HEREVER there are offices paperwork 

reigns supreme, and despite the move- 

ment to reduce the complexity and 
growth of this white avalanche its progress is irre- 
sistible. The amount of original paperwork neces- 
sary to business procedures is already high, but this 
invariably has a more widespread effect and creates 
a need for even more paperwork. Communications 
have to be maintained and information made avail- 
able for action or reference; it is for such purposes 


that the original document blossoms forth into 

copies—sometimes just one, sometimes thousands. 
At one time the provision of extra copies was a 
luxury, now, with the increased pace of business life, 
it has become a necessity. The net result has been 
a healthy glow on the cheeks of the office equipment 
industry and a wide range of document copying 
equipment to choose from. The only problem 
remaining is what to choose. To every business 
continued on page 83 
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They do! For Colt have a ventilator, natural 
or powered, to meet every kind of problem 
—including a range of high powered venti- 


lators such as the Upward Discharge unit 
shown here. Let the Colt Ventilation Service 














advise you. Powered or natural, or a combina- 
tion of both—the Colt engineer will tell 
you which system is best and most econ- 
omical for you. Send for a free manual to 
Dept. 37. 


The power behind natural 


ventilation and naturally behind 
powered ventilation too! 
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COLT VENTILATION LTD’ SURBITON ‘ SURREY * Telephone: EL Mbridge 0161 S 





Ps as * ene. “% 


. was presented to the world through the 

medium of paper, and many of the original 
manuscripts are still in existence. What a 
contrast with many present-day documents 
whose life is limited by the use of inferior 
papers. 
Long life, character and good appearance are 
inherent in Rag Content, Tub-sized, Air-dried 
papers conforming to British Stationery Council 
standards. 





Issued by the 
BRITISH STATIONERY COUNCIL + BALFOUR HOUSE 
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The Manuscript of 
part of Handel's 
“Messiah” composed 
in 1741. Reproduced 
by courtesy of the 
Trustees of the 
British Museum 
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The Buromatic is a high speed, com- 
pact, flatbed unit which is ideal for 
producing copies of book pages—in- 
cluding such features as marginal 
notes and signatures 


Equipment like the Pedestal Copywriter is 
both fast and economic. It is completel) 
mobile, incorporating table surfaces and 
Storage compartments 


requirement relative to document copying there 
appears to be an item of equipment which will pro 
providing, of course, that the prob 
The techniques 
and the equipment which offer solutions to these 
problems are too diverse and extensive to be put 
under the microscope in a short survey. So here 
Business takes a look at one of the more flourish- 
ing sections of the industry—namely photocopying. 
In general photocopying processes are restricted 
to the type of application where a comparatively 
limited number of copies are required, and these 
from originals which are in a satisfactory condition 
While it is possible to produce a large number of 
copies under certain circumstances, a maximum of 
20 is thought sufficient. But used as an intermediary 


vide the answer 


lem is crystal clear to begin with. 
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stage to produce a master, an offset plate for 
example, photocopying techniques can be an effi- 
cient aid to long-run production. 

It is estimated that the photocopying industry has 
only reached some 30 per cent of its potential mar 
ket. This is indicative of its success since every 
office represents a sales outlet—also many of the 
techniques are still relatively new. Unfortunately 
the word ‘ photocopy” tends to be misleading to 
those yet to be introduced to the actual process 
involved. Broadly the technique can be split into 
two distinct sections, the non-optical and optical 
processes. Only one of these processes, the optical, 
involves the mysteries of conventional photography 
using cameras and film. The non-optical processes 
rely on the use of sensitized materials and a light 
action to produce copies—or the intermediate master 
which is in turn used to produce copies on unsen- 
sitized paper. 


Three different techniques 


During the past 15 years the developments in 
photocopying have resulted in the emergence of 
three entirely different techniques. The first of these 
involves the use of a transparent master and diazo 
material, diazo being a dye coated paper which, 
when exposed to a transparent original by a light 
source, will produce a copy after processing through 
a liquid developer. Another technique is collec- 
tively referred to as the transfer method. Here copies 
are produced by transferring the exposed and deve- 
loped image from an intermediate master to a receiv- 
ing material. The third technique which has been 
evolved is an optical process whereby copies are 
produced by dry, electrostatic methods. 

All of these processes are represented by a wide 
range of equipment and varying interpretations of 
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HOLD YOUR CONFERENCE IN COMFORT AT 


Hotel Russell, Russell Square, London, W.C.1. 
Offers you all the comforts you expect from such a 
famous establishment. Spacious public rooms for 
Trade Exhibitions and Conferences are at your dis- 
posal. Ideally situated within a few minutes of the 
West End, Hotel Russell has suites with private 
bathrooms, theatre booking office, ladies’ and 
gentlemen's hairdressing, adequate parking space 
and adjoining tube station. TER 6470. 


Hotel Majestic, Harrogate. Revelling in the beauty 
of the Yorkshire dales and enjoying all the ameni- 
ties of the Spa, Hotel Majestic extends you a warm 
invitation to share in the excellence of its facilities— 
a specially built Conference Hall, accommodating 
600 persons, with full amplification equipment ; 
orchestra, ballroom, tennis and billiards—and to 
experience its faultless service and superb cuisine. 
Harrogate 2261. 

Crown Hotel, Scarborough. Attractively situated 
high above the town—commanding views of the 
Harbour and Castle Hill. Ideal for Conference 
delegates, the Crown provides luxurious lounges, 


first-class cuisine and personal service. Scarborough 
1200 


For full information please write 
to the Hotel Managers 


A FREDERICK HOTEL 


NOTED FOR COMFORT _ The Majestic, Harrogate 





LOWER AIR FREIGHT 
WITH A DIFFERENCE 


FIRST TIME EVER......EMERY BLUE RIBBON 
TRANSATLANTIC SERVICE at airline rates or lower 


Applicable to general commodity shipments at all weights. 


Recently announced airline rate reductions make it possible for EMERY to reduce 


still further their transatiantic rates—without sacrificing any of the exclusive shipper/ 
consignee benefits. 


Enjoy premium service on your air shipments at the New tow rates. 
EMERY serves U.S.A... CANADA, SOUTH AFRICA and AUSTRALASIA 


Avail yourself of these advantages now, call or write: 


EMERY Air Freight EP 
INTERNATIONAL 


Cargo Service Building, London Airport Central, Hounslow, Middx. 
(Tel. : SKYport 1833) 


Cargo Service Building 399, Prestwick Airport. (Tel. : Prestwick 79822 Ext. 99) 
Berkeley Chambers, 175 St. Vincent Street, Glasgow C.2. (Tel. : City 4771) 





the basic techniques, therefore—-for a closer analys's 

further sub-dividing is necessary in order to assess 
the capabilities of photocopying equipment and that 
equipment which is currently available. 

One of the most popular of photocopying proces- 
ses is the diazo, or dyeline, method. Its popularity 
stems from a number of factors but in the main 
because of its low cost, speed and ability to produce 
a large number of copies economically and efficiently. 
The cost per copy varies of course with the model 


After the initial copy all subsequent copies produced 
by the Verifax machines are obtained at very little 
cost 

of the machine being used, the number of copies 
produced per original and the size. However, the 
price is usually less than Id. per copy. The machine 
prices also vary considerably, the smaller machines 
starting at about £100 with larger models in the 
region of £1,500. 

Another important characteristic is the flexibility 
of the process, originals can be typed, printed, writ- 
ten or drawn. This means that full benefit can be 
gained from this method in applications where the 
origination is controlled. 

In operation the dyeline process involves the pass- 
ing of light through the translucent original and 
on to the diazo paper, this exposure results in the 
destruction of the diazo surface in those areas where 
the light is able to pass through. Since the expo- 
sure is made through the original the diazo com- 
pounds in the image areas are not destroyed, and 
this image is subsequently made visible by develop- 
ment through either a semi-dry process using a 
liquid developing agent or by ammonia gas pro- 
duced by heating liquid ammonia. With the first 
of these development methods the copies are pro- 
duced slightly moist but can be used within one or 
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two minutes; in the second method the copies are 
completely dry—the only disadvantage being the 
slight trace of ammonia fumes. A great advantage 
with the dyeline process is that it can be operated 
under most conditions and that almost any degree 
of lighting is acceptable. 

The process can be put to a number of uses other 
than the fast and low cost production of a number 
of copies from a single original. For example, a 
copy of the form required can be raised on the trans- 
lucent foil, then using a blank piece of translucent 
paper—bearing the necessary typed information in 
conjunction with the translucent original of the form 
—copies can be produced with the minimum of typ- 
ing effort. From good line originals the quality of 
dyeline prints is very high and copies can be pro- 
vided on a variety of materials including coloured 
stock. 

Most of the equipment available for the produc- 
tion of dyeline copies demand that the original and 
copy paper are hand fed by the operator into the 
rotary exposing unit and then either semi- or fully- 
automatically into the processing unit, 

There are a number of variations on the type of 
equipment necessary for dyeline reproduction, for 
example the Copycat A.S.14 series—a range of 
machines which incorporate the automatic separation 
of original and copy with production speeds of up 
to 12 copies per minute. 

Also available, though not entirely new is the Copy- 
cat Systematic, a unit on which the number of copies 
required from each original is pre-selected by a dial 
setting. The original is then loaded into a retaining 
device and this is brought into the exposing position 
above which a continuous reel of sensitized paper is 
passed. The paper moves a predetermined length for 
each exposure, being cut into sheets, developed and 
stacked into a receiving tray as finished copies. While 
one original is being copied, the next can be inserted 
into a second loading position ready for an immedi- 
ate follow-on. 


Dispensing with chemicals 


The same organization which manufactures these 
two machines has recently introduced the Diazo- 
therm method, a technique which eliminates the need 
for chemicals. This has been achieved by incor- 
porating a new coating technique in the copy 
material. After exposure in the conventional way 
the liquid or ammonia gas developing process has 
been replaced by a heat source which is automati- 
cally applied. After the operator has fed the origi- 
nal and copy paper into this machine the operation 
is entirely automatic, including the final separation 
of the original from the copy. 

Other equipment available includes such triple- 
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and go-ahead employers make it their business to see that 
staff do eat regularly and well. The littie extra effort 
is repaid in many ways —in greater alertness, 
more stamina and a better resistance to stress and strain. 
Sensible eating at mid-day increases efficiency 
during the afternoon, and reduces sickness and absenteeism. 
Because of this, nearly ten thousand concerns throughout the country 
are now using the national Luncheon Voucher Service. 
It’s the finest possible way of seeing that staff eat well to work well. 
In the interests of staff welfare and better business . . . 


e y find out about Luncheon Vouchers. 
\\\} 


= 
+ 


employers gives LY —-Luncheon Vouchers 
on 


Lunmcheom Wouchers E.irmited 
Write for details to: HEAD OFFICE 
22 GOLDEN SQUARE - LONDON, W.1 - REGENT 5711 AND 0693 





purpose units as the Duocop flatbed exposing unit 
by Block & Anderson. This is an item from the 
Bandavelop range which produces photo-transfers 
and offset litho plates as well as the efficient produc- 
tion of dyeline copies. It can be used in conjunction 
with either electric or hand operated developing units 
and, being a flatbed machine, is ideally suitable for 
copying book pages. 

Some manufacturers produce dyeline equipment 
as compact documentation units which are com- 
pletely mobile yet incorporate table surfaces, pedes- 
tal drawers and paper storage compartments. An 
example of this type of machine is E. N. Masons’ 
Pedestal Copywriter which while embodying such 
additional produces dyeline copies on 
materials up to 13 in. wide of any length and at a 
speed of approximately 500 copies an hour. 

Some of the earliest methods employed in photo- 
copying used what is known as the reflex process 
and as such it is the one which is most similar to 
conventional photographic techniques. Not long 
ago this process was somewhat handicapped by 
clumsy equipment and slow methods. But recently 
more thought has been put into the design of the 
equipment and the result has been a more compact 
and cleaner process 


features 


The reflex process is extremely flexible and can 
be used to produce copies of most documents, 
whether opaque or translucent or with an image on 
either or both sides. By many this process is con- 
sidered superior to the other non-optical processes. 
It is the only one in this category which can pro- 
duce a high quality print direct from continuous tone 
photographs. 

In operation a paper negative is produced with 
reversed image after the exposure of the original; 
the copies are produced when this negative is re 
During exposure the light is projected 
through the negative, producing a positive copy on 


exposed 


paper which has the same properties as the negative 
The copy is then passed through two successive 
baths, by a rotary unit, for development and stabili- 
zation. The resulting prints dry quickly and can 
be used almost immediately while the negative of 
the original can be re-used or stored almost indefi 
nitely. Where a larger number of copies is required 
this process, by providing a translucent copy, can be 
used in conjunction with the dyeline system. 
Combined rotary and flatbed models as well as 
individual exposing and power developing units are 
now marketed as reflex process equipment. Examples 
of these are the Delcopier R9 rotary machine and 
the Dalcopier FB flatbed machine, both of which 
are fully automatic and by push-button action pro- 
Another 
machine for this purpose is the E. N. Mason Poly 
print, a split unit which occupies no more desk space 
Reflex equipment prices 


duce copies in a matter of seconds. 


than the average typewriter 
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range from approximately £50 to £140 while the 
average production costs are about 3d. per copy. 
The transfer processes in photocopying are not- 


Machines of the Secretary range are simple, fast 
and clean to operate 


able for their facility in copying from all kinds of 
originals, including the copying of pages from bound 
books without adverse effect on the volumes from 
which the pages are copied. With this method the 
first exposure is made on to a negative material, 
but unlike the reflex process the negative is pro- 
cessed in the machine in conjunction with a sheet 
of non-light sensitive paper to produce an imme- 
diately readable positive copy. A single negative 
can produce up to 15 or 20 copies. These copies 
are of exceptionally good quality and all colours 
can be reproduced, but the process is not really suit- 
able for direct copying from continuous tone photo- 
graphs unless a half tone screen is used. 

An extensive range of equipment is available for 
this process, many of them are automatic and can 
be obtained as either flathed—for book copying 
or rotary. To operate this form of photocopying is 
both fast and economical, producing a faultless fac 
simile of any document or book page, including such 
features as marginal notes, letterheads and signatures. 
The prices of machines in this sphere vary consi- 
derably, costing anything between £60 and £150 
while the average price per copy is about 24d. An 
example of this type of equipment is the new Buro- 
matic, a high speed compact unit marketed by the 
Solicitors’ Law Stationery Society. This is a slightly 
more advanced machine in that it produces copies 
from any original without the use of a negative 
Other examples include the Bandavelop Unicop, a 

continued on pag? 12? 





time systems 
take time 
off your mind 


From one supremely accurate E.C.S. Master 


yh 





Clock an unlimited number of slave 
clocks attendance recorders and signal 
controllers will receive regular impulses and 
maintain uniform time throughout the 
building. E.C.S. are the specialist manufacturers 
of timekeeping equipment. They have 
supplied their systems to many of the 
world’s best known organisations and are 
ready to take time off your mind. 
Ask for further information and 
details of Sales and Rental terms: 


English Clock Systems 


179-185 GREAT PORTLAND STREET, LONDON W1 - Tel LANgham 7226 IM na waccn Division of 
Branch Offices: BIRMINGHAM, MANCHESTER, LEEDS, GLASGOW, BELFAST SMITHS 
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EXECUTIVE CAR REPORT 





Dagenham’s ‘Pop’ Classie 


From the point of view of pure 
motoring, my first acquaintance with 
the Ford Classic was made under 
ideal conditions. Several weeks before 
it appeared on the English market I 
was invited to test it on Brands Hatch 
racing circuit. 

A few more or less sedate laps 
convinced me that here was a car of 
uncommonly predictable responses, 
and thereafter I accepted the implied 
invitation to ‘have a go’. The 
occasion represented an opportunity 
of discovering the safety limits of the 
car far more effectively than would 
have been possible in several thousand 
miles of ordinary motoring. 

And a very safe vehicle it is. Road- 
holding is well above average for a 
popular car under all normal driving 
conditions. But if you do happen to 
take a strange bend a shade too fast 
there will be no sudden and discon- 
certing slewing of the rear end. 
Breakaway comes in gently and pro- 
gressively—which gives the car a wide 
margin of safety in the hands of any 
moderately competent motorist. Posi- 
tive steering makes for accurate 
correction of an incipient skid on a 
slippery surface, Against the more 
common emergencies of our crowded 
roads, the car's brakes—discs on the 
front wheels—are an exceptionally 
powerful safeguard. 

The over-all impression of this 
initial test was of a car that contri- 
butes much to the safety of its occu- 
pants, and gives the driver a generous 
leeway in which to escape the con- 
sequences of his own possible errors. 

When I was later able to take the 
Classic on a normal test, my original 
impressions on its intrinsic road- 
worthiness were confirmed. All-round 
visibility is good. The light steering 
takes at least some of the drudgery 
out of city driving and makes for 
easy parking. The gearbox is a joy to 
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use and it is virtually impossible to 
beat the synchromesh. Acceleration is 
lively, and the engine pulls exceed- 
ingly well under a full load, The car 
will cruise effortlessly at 70 for mile 
after mile: top speed is just below 80. 

The Classic comes with a choice of 
gear change arrangements, with either 
a floor-mounted or column-mounted 
lever (the latter available only on the 
de luxe model). The column-mounted 
version, although not quite as posi- 
tive in action as the other, is by, far 
the best example of this arrangement 
that I have yet experienced. 

The headlamp flasher (de luxe 
model only) on the end of the traf- 
ficator arm is so useful that I do not 
know why this device has not become 
standard on all vehicles 

The engine is an enlarged version 
of the o.h.v. unit used in the Anglia, 
and now rates 1,340 c.c. The whole 
car, in fact, is to be regarded as a 
bigger version of the Anglia, rather 
than as a small Consul. On the road 
test proper, I averaged 31 m.p.g 

On only three points would I take 
issue with the Classic, Firstly, the 
engine is rather noisy, and, worse 


still, at high revs it sets up some very 
tinny-sounding vibrations in the body- 
work. 

Secondly, there is a certain lack of 
leg-room in the rear seats. What is 
the point of that vast boot, which 
would comfortably take four people’s 
luggage, if the car itself cannot com- 
fortably hold four people on a long 
journey? 

Lastly — appearance. Undoubtedly 
this is mechanically a very sound car, 
but, in my humble opinion, its styling 
has been made deliberately flashy. 
Most of the involved fluting of the 
body panels is unnecessary, the 
chrome stars at the front are down- 
right ugly, and most of the availa- 
ble colour schemes harsh on the eye 
The roof lining in translucent plastic 
is equally lacking in taste. But perhaps 
the manufacturers know what they 
are doing. There must be more built- 
in status symbols on this car than on 
any other current British model... . 
(The twin headlamps, incidentally, are 
very, very efficient.) 

Prices: Two-door £766 (standard) 
and £796 (de luxe); four-door £796 
and £825. 


Stylish Delivery 


The current model of the Ford 
Anglia has always been one of my 
favourite small cars. The robust o.h.v 
engine gives it a performance better 
than most other cars in its class, and 
the transmission allows the driver to 
make the most economic use of the 
available engine power. 

In many ways the Anglia’s gearbox 
is the most remarkable thing about 
the car. Produced by a company too 
long wedded to the concept of three 
forward gears only, this four-speed 
unit is noteworthy for its ease of 


operation and for its sensible gear 
ratics. It tempts the driver to make 
frequent and proper use of it, rather 
than discouraging gear changes until 
they become absolutely and painfully 
necessary, as did some of the older 
Ford transmissions. 

If for no other reason than 
that I find the Anglia a pleasure to 
drive, I enjoyed the opportunity of 
renewing its acquaintance in the re- 
cently announced commercial form. 


continued on page 124 
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INTERESTED IN REDUCING 
MAINTENANCE COSTS ? 


the greatest advance in ferrous 
metal protection since galvanising 


GALWAY 


LIQUID METAL ALLOY 











GALVALLOY is one of the world’s most reliable 
metallizing systems and contains 99% pure anodic 
metals, PLUS ‘Weatherfoil’ for double cathodic 
protection. 
® Withstands red heat @ No rust ‘creep’ 
@ Self-healing of minor cuts and chips 
® Applied with brush, roller or spray 
@ Offers benefits of galvanizing at one third 
of cost 


From brackets to buildings—all iron and 
steel surfaces need GALVALLOY 


A revolution in rust proofing! 


IN PLANT 
FACTORIES & OFFICES 


CO-SEAL 


LIQUID PLASTIC DRESSING 


For walls, floors and 
roofs. Prevent dirt, dust, 
moulds and bacteria. Use 
CO-SEAL—it’s durable; 
resists chemicals, grease, 
oils, heat and frost ; pre- 
vents mould and algae 
growth ; non-poisonous 
— complies with Food 
Hygiene Act; easily app- 
lied by brush, roller or 
spray gun. 


PLASTICS TECHNOLOGISTS 
CALDERBANK HOUSE - 99 BROWNSIDE RO. 
CAMBUSLANG, LANARKSHIRE — 
Telephone: CAMBUSLANG, 1767 


STEWART WALES, SOMERVILLE LTD. son ntoy Sco.seat corn reoovcrs 
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8 *e ba a dl é 
BUSINESS 





BUSINESSMAN’S LAWYER 


The Hazards of Never-Never 


“ Neither a borrower nor a lender be,” proclaimed 
Polonius. Which is all a big laugh in the world of 
business. If you don’t lend, you'll get no unearned 
income. And if you don’t borrow, the chances are 
that you won't have the capital to earn any income 
at all. 

Everyone knows, of course, that the best way to 
borrow—and the cheapest—is almost invariably from 
the bank. But when the manager won't play, the 
next call is usually upon the finance company. The 
essential differences between the two forms of bor- 
rowing are all too little understood, however. 

First, a bank may lend you money upon almost 
any security, or none. And even if you borrow on 
a mortgage, the mortgagee—be he banker or build- 
ing society—won't become the owner of the house 
unless you fail to comply with your obligations. 
But when you borrow through hire purchase, the 
lender acquires the ownership of the goods and you 
are only the hirer—and this remains the case until 
you've not only paid off all the instalments but also 
the small extra sum which must be paid before you 
can exercise your option to purchase. 

It follows, then, that as the goods do not belong 
to you, you have no right to dispose of them. If 
you do sell goods that you only hold on h.p. you 
are guilty of conversion. You have converted to 
your own use property that doesn't belong to you. 
And not only can the owner sue you for his money 
but he is also entitled to get the goods back from 
the person into whose hands they have come. 

Assume now, that you have ‘bought’ goods on 
h.p. You will pay certain specified instalments 
and if you are sensible, the payment will be made 
by banker's order. If you are late in paying your 
rent, there isn’t much to worry about, you can get 
sued for possession—but provided that you pay up 
before an order is made against you, you will get 
‘relief against forfeiture Equally, if you owe 
money to some individual and don’t pay when you 
should, he may well sue you—-but you can always 
make things right by paying up. Not so with h.p. 

Most hire purchase agreements contain a clause 
which says that if the hirer is late in paying any 
instalment, the owner (that is, the finance company) 
can repossess its goods. Even though the contract 
may not say so, ‘time is of the essence.’ The courts 
have held, that is, that the time of payment under 
a hire purchase agreement is an essential part of the 
bargain—so you pay late at your peril. 

Even if you have paid 95 per cent of the h.p. price 
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and are a day late in making a payment, the owners 
could step in and retake their goods. Reputable 
finance houses may not exercise this right—but they 
have it, none the less. 

Because this rule is so harsh, various Hire Pur- 
chase Acts have softened the blow for hirers under 
small agreements. Where the h.p. price is not more 
than £300, the Acts provide that the owner cannot 
simply stroll up and repossess his goods where a 
payment is late, no matter what the agreement con- 
cerned may say. He must apply to the courts—and 
the judge can give relief to the hirer upon such 
terms as are considered just. In practice, if a hirer 
comes along to court and gives some good reason 
for his lateness—and if he promises to keep up his 
instalments in the future and, probably, to pay some- 
thing off the arrears as well—he will be allowed to 
keep the goods. 

Z * . 7 

“IT installed central heating in. my offices,” said 
a client, “ and the whole deal was financed by some 
company working hand in glove with the oil people. 
The literature said that the rate of interest would 
work out at 4 per cent. But I've been working it 
out—and it comes to nearer 13 per cent!” 

Yes, that’s about it. Finance companies often 
notionally deduct tax at the standard rate before 
telling you what the * net interest ’ will be—and that’s 
what’s happened with this proposition. 

H.P. is a notoriously expensive way of borrowing. 
If you borrow £1,000 from a bank and repay it over 
two years, then—assuming that the bank interest 
is 6 per cent—you will pay something in the region 
of £45 in interest during the first year—by the end 
of which you will have repaid half the loan. But 
during the second year, interest will be half that. 
After all, the capital outstanding is gradually 
reducing. 

But if you borrow the same thousand pounds from 
a finance company, if they charge you 6 per cent 
you will pay £60 the first year, and the second year 

when you will have repaid half of the capital— 
your interest charges will still be £60. So you will 
pay £120 during the two years—which will work 
out at an average of at least 12 per cent. 

The truth is that hire purchase is a handy means 
of borrowing, where none other exists. But it is 
extremely expensive. You must get an excellent 
return on the capital borrowed if it is to cover not 
only your hire purchase repayments, but also pro- 
vide you with some profit. END 





A n Trollopes are equally capable of decorating and 


furnishing one office in a particular style for a senior 
executive ... or providing modern, purposeful schemes 
offi ce for entire departments. 

For many years we have been successfully creating 
interiors to match the needs and personalities of those 

fo r one who live and work in them. What we offer is skill and 
craftsmanship and imagination allied to a down-to-earth 
approach on essential details and costs. 

Oo r a Consult Trollopes with confidence on any problem 


associated with furnishing and decoration. 


hundred 


TROLLOPES 


Trollope & Sons (London) Ltd. 

West Halkin Street, Belgrave Square, 
London, S.W.1. 

Telephone: Belgravia 4511 
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Getting to the right person right awayl 
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Which market are you trying to reach? Company directors in London 
... National Health doctors in the Midlands... Barristers... grocers 
in Devon .. . estate agents in Gravesend .. .? 

Professional men, tradespeople, businesses, industries, and the ordinary 
consumer—you can reach them all with B.1.A.’s comprehensive and 
accurate address lists. 

And however wide your market, or however defined—it’s only an 
envelope and a postage stamp away! 

Learn how the direct mail medium in the experienced hands of Britain's 
foremost mailing house can get your sales message into the right hands, 
at the right time—any time! 

Advertising men and advertisers are invited to familiarise themselves 
with all the latest techniques of the direct mail art. 

Send today for your free copy of ‘Mailway’. 


BRITISH & INTERNATIONAL ADDRESSING LTD 


26-32 CLIFTON STREET, E.C.2. TELEPHONE: BIShopsgate 4377 
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A next year's holiday 
worth saving up for 


Hunting 


Polar Bears 


Pole lies a desolate ice-capped island of 20,000 
square miles which is populated by a few hardy 
Norwegians and a large number of polar bears. 

This is the island of Svalbard, better known in this 
country as Spitsbergen, which achieved fame during 
the last war when two British and Norwegian 
commando forces landed there. 

On the second landing they destroyed the German 
wireless station and the coal mines, and then 
successfully rescued 2,000 Russian slave workers, 
who were repatriated to Russia, and 1,000 Norwegian 
miners whom they took back with them to England 
to help the war effort in our mines. 

During four months of the winter Spitsbergen lies 
in perpetual darkness and in summer there are four 
months when the sun never sets below the horizon. 

This then is the unlikely setting for a summer 
holiday from which you can return with a bear skin 
and a sun tan. 

To get to Spitsbergen the safari holidaymaker 


| ESS than six hundred miles from the North 
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by John Watney 


can fly to Bergen or Oslo and then on by local airline 
to Tromso where he catches a small passenger 
steamer for a six-day cruise to Longyear Town and 
King’s Bay in the Arctic Circle. 

There he can join the other hunters on board the 
diesel ketch Havella, a modern and most comfort- 
able boat specially built to withstand the crush and 
battering of the ice floes. The Skipper, Captain 
Gotliebson, is a veteran of those waters and an 
authority on the polar bear. 

The Havella makes seven trips eacn season, which 
is from June to Sep mber, carrying hunters up north 
amongst the ice floes. After about two days’ sailing 
the look-out in the crow’s nest will shout that he 
has sighted a school of seals—and where there are 
seals there will be hungry polar bears. As soon as 
he sees a bear in the distance he shouts “Isbjorn,” 
then the ship is brought gently alongside the ice and 
made fast. 

The hunters will have already drawn lots for the 
order in which they will shoot so number one gun 
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immediately goes ashore with a guide from the ship's 
crew. 

Ice floes are not the easiest terrain for walking, 
especially carrying a heavy gun. The surface is 
slushy and rough with hard ridges and hummucks 
of ice. Pools of water covered by a thin skin of new 
ice can be treacherous, deep and freezing cold. 

The first sight of a bear on the ground is usually 
at a distance of about a quarter of a mile. The bear 
and hunter will probably see each other at the same 
moment, but the bear, which is unlikely to have seen 
a human being before, will not be frightened. 

From that moment the hunter must stalk his 
quarry, scrambling low over the ice using little ridges 
of ice and blown snow as cover. At a distance of 
two hundred yards the bear will get interested 
perhaps he imagines the man is a strange form of 
juicy seal—and the hunter will find that he is being 
hunted. 

The animal moves forward in short bursts on all 
fours, also crouching behind ridges and hummocks 
for cover—just like the hunter. Most novices want 
to fire far too early and the guide will put a re- 
straining hand on his arm until the bear is near 
enough for its eyes and the red of its tongue to be 
clearly seen, at which moment less than 100 yards 
separates hunter and animal. 

He must aim at the animal's throat to be sure of 
killing it. Like most wild creatures a wounded 
polar bear is very dangerous. It is unwise to 
approach too near unless its tongue is lolling out of 
its mouth—the sure sign that it is dead. 

Each hunter is allowed to bag two bears and no 
party on the Havella has ever yet returned without 
everyone getting their full quota. This is just as 
well as the skins sell for around £100 a piece which 
offsets the cost of the Safari. 

The ten-day round trip on the Havella inclusive of 
guns, ammunition, Arctic clothing and food is £300. 
On top of that must be added the cost of air fares 
to and from Norway and the six day sea trip from 
Tromso. 

When the permitted number of bears have been 
shot the party can enjoy the sport of lassoing polar 
bear cubs which are taken back for zoos, seal hunt- 
ing, harpooning the small *‘ white’ whale and fishing 
for the enormous salmon which abound in those 
waters. 

From time to time the Havella will heave-to along 
side a commercial sealing ship and everybody will be 
invited for *Schnapps” with the Captain and his 
officers. 

Although the temperature is always below freezing, 
warm clothing outside and central heating below 
deck make life quite comfortable. The day and 
night sun reflecting off the ice will send you home 
with a sun tan to rival any acquired by friends who 
went to the Riviera or the Bahamas. END 
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Next time eee 


For 
advice on all your 
travelling problems 
come to 


Frank Bustard 


&@ SONS LIMITED 


a 
TRAVEL AREF AGENTS 
ae 


265 WHITEHALL - LONDON S.W.1 
Telephone: WHitehall 6564 





The interior of one of the workshops 
built by Tyler for Aviation Traders 


T Y L E RQ Whether you are erecting a complete new 
factory or merely extending existing 
can premises, Tyler can supply your needs. 


accommodate 
you 


Tyler are specialists in precast reinforced 
concrete structures — easily the most 
convenient and economical type of 


structure for every industrial requirement. 


E.W. TYLER & CO LTD 


Dept. I-37, Cannon Bane, Tonbridge, Kent 
Telephone: Tonbridge 4024 (6 lines) 


Dept. I-37, 5 Queen Street, Manchester, 2 
Telephone: Blackfriars 0680 


Manufacturers and erectors of precast reinforced concrete s/ructures. 


BUSINESS , 





Your humble servant, madam 


The Spenders, by S. H. Britt (McGraw Hill), 38s. 6d., 
net, 40s. post paid. 

Are there hidden forces persuading Mr. and Mrs 
Everyone to spend their money? Does advertising 
lead them to waste money? This book attempts to 
disprove the allegation that American (and therefore 
British) business encourages reckless consumer spend- 
ing. It sets out to show that business is not a callous 
master, but rather the humble servant of the spender. 

That hypothetical animal the consumer is 
‘analysed’ in some detail—his motives, his wants 
and needs (or at least the ad-man’s interpretation of 
them), all of which portend to show why the con- 
sumer is king, and why all business is his business. 
Freedom of choice (aren't you ashamed of leaving 
your wife at home with that old-fashioned fridge?), 
the consumer's special opportunities to spend his 
money (this year’s Supermobile has even bigger 
tailfins), what he does with his leisure (you're 
unsociable unless you drink Fizzi), and what he 
spends his money for (the owner of a Smorgsmobile 
indicates to the world that he is one of the fortunate 
few), are some of the concepts advanced in support 
of this thesis. 

The use of market research, possible applications 
of motivation research, the influence of women 
consumers (together we chose such a pretty coloured 
car) and other ways of assessing (not influencing, 
heaven forbid) consumer wants are discussed in 
some detail. 


Starting work 


Opportunity Unlimited, by Mark Clifton (Cleaver- 
Hume Press), 15s. net, 16s. post paid. 

This is a special English edition of a standard 
American book of advice to young people just 
starting a business career. Certainly its approach 
is more sensible than anything yet produced 
exclusively in this country. 

Most of the book applies to the school-leaver or 


SEPTEMBER, 1961 


university graduate in Britain, while the rest is a 
lively (and sometimes irreverent) commentary on the 
way they do things over there—not in fact so very 
differently. 

The author offers down-to-earth advice on finding, 
keeping, and improving a job in industry. Is the 
big firm always the best? Is it a function of industry 
to educate and entertain its staff? Not only what 
can you do, but how quickly? Taking one’s wife 
into account, the importance of detail and the 
nonsense about big men who are above it. These 
are some of the scores of topics treated with 
uncommon good sense. 


Launching O. and M. 


Launching and Managing Organisation and Methods, 
by G. E. Milward (Macmillan & Co.), 15s. net, 
16s. 6d. post paid. 

The author, who aims primarily at company 
directors and managers, uses the experience of some 
50 companies as material for this short practical 
handbook. Businessmen who are _ considering 
whether to tidy up their organization and methods 
section will be especially interested in the ‘ Launch- 
ing’ part of the book. On the day-to-day manage- 
ment of O. and M. services it is authoritative, logical 
and plain speaking. The author dwells on the ser- 
vices the department can offer to the different sides 
of business, and stresses the pitfalls of too much 
control ending in too little production. For any- 
one concerned with the streamlining of the activities 
dealing with lines of attack upon waste and paper- 
work this book is constructive and helpful. 


Selling by writing 
How to increase sales with letters, by E. A. Buckley 
(McGraw Hill), 39s. net, 41s. post paid. 


When leading American companies want to 
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Make your wages van completely 


Alarm. Turn ignition key, set immobiliser 


Protect your staff, cash and valuables—let us supply you with a van knob, Alarm sounds if anyone leaves or 
. : , " enters vehicle. 

incorporating the security aids listed below, or fit them to your present 

vehicles. These new devices are the most advanced of their kind, with 

a 100% effectiveness confirmed by Scotland Yard. A special key allows 

the aids to be quickly neutralised if the vehicle is needed for other work. 


Automatic Car Immobiliser, works Portable Car Wages Alarm shrills at 
immediately ignition key is removed. touch of button and fits any vehicle. 


Portable Car Safe with 2-way klaxon Leather Guard-All houses metal 
which brays if safe is tampered with. — strongbox with Chubb 6-lever lock. : 
Metal Wages Case with 200 or 350 Klaxon blares if case is snatched — Grid for paying out window. Also removable 


. “1 : al ‘ : > windscreen and window grids, locks and 
compartments and fitted with alarm. audible for 250 yards. ie er aoe, 


AND —THE VERY LATEST IN SAFETY DEVICES—THE GUARD-ALL ALARM 
FOR SAFE, HOUSE OR FIRE 


Play safe — ask for a demonstration now 


SECURITY PRODUCTS 


MANUFACTURING COMPANY LIMITED 
A division of Security Services Ltd., 


346 Grays Inn Road, London, W.C.1!. Tel: TERminus 4303/5. 
Detachable safe (with alarm) fitted inside 
van. Metal bar protects van rear. 
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BOOKSHELF—continued from page 97 


improve their business-building letters, they retain 
the author of this book. 


Dealing specifically with letters for getting appoint- 
ments, letters for getting leads, letters for following 
up contracts, and letters for preselling, as well as 
more familiar types of letters, he analyses the job 
each letter has to do, then shows just how to write 
it to get the best results. 


Every conceivable sales situation is covered in this 
comprehensive volume in terms of what the right 
letter at the right time can do. He a!so demonstrates 
the steps to a successful mail-order campaign—and 
some of the pitfalls. 

There is a section on building up mailing lists, and 


even one on the choice of the right envelope for the 
job 


Planning and Control 


Dynamic Management in Industry, by Raymond Vil 
liers (Prentice Hall) 42s. net, 44s. post paid. 


To combine effectively the differing functions of 
modern industry has become an extremely complex 
process; this book deals with the planning, co-ordina- 
tion, and control that is necessary. It takes into 
consideration the many factors involved—the nature 
and production capacity of equipment, raw material 
supply, markets, financial possibilities, competition, 
and wage rates. Problems of co-operation are also 
discussed particularly in relation to adjustment to 
change 

The author advocates a system of planning that 
can be associated with corporate decentralization, 
which is applicable to all companies, large or small. 
He provides numerous examples from industry, con- 
stantly referring to what he calls the “ judicious dis- 
tribution of duties.” The book is of great use in 
dealing with inventory reduction, profit improve- 
ment, long-range planning, and engineering research, 
while supporting his thesis with historical sketches 
and case histories. 





Any of the books reviewed, or any other 
business books, may be obtained through the 
Business Book Centre, Mercury House, 
109-119, Waterloo Road, London, S.E.1. 
See further lists and order form on pages 133 
and 134, 
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EVERYBODY accepts the urgent necessity fora 
reduction in the ‘trade gap’. But we believe 
that, in the matter of exports, a little help is 
worth a lot of exhortation. And we do help. 
We supply information on markets and 
status reports on foreign firms. 
We help with finance. Through 

the foreign business services 


of the Westminster Bank 


We 


help : 
exporters 


would like to trade 


and its correspondents we 
place an experienced and 


world-wide organisation 


one who trades 


abroad - or who 


abroad. These services 

are centred upon our Overseas 

Branch, but you can make contact with them 
at any of our 1200 branches in England and 
Wales, the Channel Islands and the Isle of 
Man, where also you can obtain our helpful 
booklet ‘A HANDBOOK FOR EXPORTERS’. 


Please ask or write for a copy. 


WESTMINSTER BANK LIMITED 


Overseas Branch: 
68, THREADNEEDLE STREET. LONDON, E.C.2. 


Head Office: 41, Lothbury. London RC 2 








BUSINESS 
EFFICIENCY 
EXHIBITION 


Good ideas from all over Britain! 
Once again the chance to catch up with the very 
latest ideas in Office and Industry, when the Business 
Efficiency Exhibition opens on October 3rd, at 
Olympia. Here, under one roof and gathered from all 
over Britain, ingenious and helpful ideas compete 
for your special interest. For you, with both eyes 
fixed firmly on tomorrow, this exhibition could be 
both stimulating and profitable. 


Grand Hall 


OLYMPIA 


October 3-11 
10°30 am-7pm 


(Saturday 10°30 am-4 pm) 
Admission 2/6 
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LETTERS 


Teenage Rebels— 


Industry’s best assets? 


The Outward Bound School, The Duke of Edinburgh’s Award Scheme. 
and other industrial training courses are too obviously exercises in social 


welfare work. 


They do not cut to the root of the teenager’s unrest. 
Only the potential conformist can be persuaded to join in such activities, 


and such activities can only draw out his potential conformity. 


The natural rebel—the teenage 
troublemaker—is often your best 
hidden asset. The man who, if 
he is not put off by heavy-handed 
paternalism, may contribute most 
to society and the production line. 
But he is not going to uncover his 
resources by being roped together 
with 15 other people and sent up 
the North Face of Tryfan. This 
may burn up energy which would 
otherwise be used slashing cinema 
seats, but it does not relieve the 
real point of tension and frustra- 
tion in his mind. This can only be 
done by an individual approach 
through more subtle channels. 

Remember he is a person and 
not a problem. And that our aim 
is to make him not merely respect- 
able, but responsible. 

C. M. Parsons 
The Croft, 
Barton Mills, 
Suffolk. 


Those cosy 
slums 


Some colleagues suggest to me 
that the modern office block is less 
conducive to happy working con- 
ditions and good staff relations than 
older, and possible less convenient, 
property. The new buildings, they 
say, are too impersonal, too 
‘unfriendly.’ 

Have any of your readers any 
opinions or evidence which support 
or disagree with this view? 

Peter How 
Froggart & Prior Ltd., 
Lionel Street, 
Birmingham, 3. 
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Secretaries—Unite! 


It is becoming increasingly 
obvious that the mystery surround- 
ing the term ‘ private secretary * has 
existed long enough and that for 
the well-being of those who give 
and receive this service, a definite 
status must be established for the 
person who justly calls herself a 
* private secretary.’ A step towards 
attaining a recognised status could 
be achieved if private secretaries 
would form themselves into an 
association thereby distinguishing 
themselves from the shorthand- 
typists with limited educational 
background and skill who fre- 
quently bring the title ‘ secretary’ 
into disrepute. 

Whether your readers are for- 
tunate in enjoying the capable 
services of a private secretary, or 
whether they are at present suffer- 
ing from the incompetent efforts of 
others insufficiently qualified (but 
often as highly paid), I feel sure 
they would welcome the formation 
of a body that could create a 
recognized division between the 
mere shorthand-typist and _ the 
acknowledged private secretary. 

Being myself a private secretary 
and only too keenly, aware of the 
present need and potential future 
of such an organization, I have 
approached a number of executives 
and other leaders in industry and 
commerce, receiving their support 
and encouragement for the idea 


I have also been extremely fortu 
nate in securing the interest of the 
Rt. Hon. Miss Patricia Hornsby- 
Smith, M.P. who has most kindly 
consented to Chair a general meet 
ing at which private secretaries will 
have the opportunity to openly dis- 
cuss the standards of the competent 
private secretary. 

The venue of this meeting will 
be the Royal Society of Arts 
Lecture Theatre in John Adam 
Street, London, W.C.2, and the 
date, September 25 at 7 p.m 
Everyone interested is invited to 
attend. 

BARBARA BASHFORD 
§ Plympton Road, 
London, N.W 6. 


Progress 
in the potteries 


I feel that I must comment on 
the article “ Modernity Comes to 
Grips with Tradition” in your 
July edition. 

During the last 20 years, great 
advances have been made, both in 
the practice of the art, and in 
awareness of the deficiencies of the 
industry. 

More and more firms are sure 
that their future managers must 
receive proper training, and not 
just grow up in the industry, and 
to this end they are taking advan- 
tage of the excellent part-time and 
full-time courses run by the North 
Staffs Technical College. Here the 
students are given training in basic 
science, the technology of ceramics, 
modern management methods, and 
all the ancillary skills needed in a 
pottery. At the successful con- 
clusion of his course, the student 
receives a_ certificate which is 
recognized over the whole world. 

It is also a sign of the times, that 
most potteries, including small 
ones, have a _ laboratory where 
scientific control methods, and even 
development and research are 
carried out. 

All in all, the pottery industry is 
an awakened industry—it is alive 
to the benefits to be gained from 
the modern approach. 

L. G. Leecu 
57 Honeyborne Road 
Sutton Coldfield, 
Warwickshire. 
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= | STEEL PARTITIONING 





in NSE par- 

is rubber 

mounted to withstand 
bration, and is held 
by removable metal beads 


NORWOOD STEEL EQUIPMENT LTD - Howard Way, Harlow, Essex, Telephone Harlow 25651 
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AS MODERN AS TOMORROW —Sstreamlined steel partitioning 
that 1s designed to provide the light and quiet that is so 
essential a working background to efficiency. An installa- 
tion of NSE interior partitioning suggests quality in every 
line, and yet the practical considerations of ease of installing 
and adaptation to meet the needs of staff expansion, are 
standard ‘built-in’ features 


NSE Interior steel partitioning is made in a variety of grades, 


| 0 n suitable for office, factory or higher executive suites, meeting the 
requirement of modern industry 


and in the 
short run too! 

















Get to know more 

about NSE Partitioning. 
The fully detailed 

and tlustrated 28 pp 
book will be sent 

to you free by 

return of post. 


FOR OFFICE AND FACTORY 
today it must be 














PLAY SHOWROOMS (§ LONDON BIRMINGHAM BRISTOL WEYCHESTER 
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New Equipment 


On-the-spot 
accounting 


A new counter posting machine, 
known as the Sensimatic Style 
F.760, has been specially designed 
to handle posting of accounting 
records as cash is received by the 
counter clerk. Equipped with a 
comprehensive yet simple control 
panel this new machine can be 
obtained with read-out facilities 
for punched tape or cards. 

Primarily it has been designed 
to provide analysis of items at 
the time the transaction takes 
place. The individual accumulating 
mechanisms controlled by keyboard 
selection will analyse cashier, area, 
ledger heading, type of trans- 
action, etc., as required. 


Enquiry Ref. No. O9/1 


A new home 
for stencils 


Stencils are easily damaged, hard 
to keep, and can be dirty to handle, 
and methods of storing them are 
few and far between. A special 
file holder for stencils and litho 
plates. called the Planfinder, has 
now been produced. 
simple yet ingenious in 
It is capable of holding 
50 and 60 stencils in a 
width of lin.—they lie flat, 


It is 
design 
between 
total 


Safe from dirt and damage 
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will not fall out however mis- 
handled, but are easily removable 
and quickly located 

The folder measures 194in. by 
104in. and has a patented rising 
spine measuring from yxth to lin., 
with 20 divisions to file the sten- 
cils. Each division, or separator, 
has a white waterproofed indexed 
edge on which details can be 
annotated, changed or removed 


oFNGE 


The indexed edge enables the file 
to be used either vertically or 
horizontally. 

On similar lines a range of 
folders for housing litho plates of 
all sizes are also available. These 
files use the same principles as the 
stencil folder but have 10 separa- 
tors and a side flap to avoid 
scratchings when housed vertically. 
The folders hold either 50 plates 
or 80 Duplamats and all of the 
divisions are clearly indexed 


Enquiry Ref. No. O9/2 


Auto-stapler for 
speed 


A new automatic stapler can be 
used either as an independent unit 
or as an accessory to the Gather- 
matic collating machine. When 
used in conjunction with the 
Gathermatic, which has a constant 
speed of 6,000 sheets an hour, the 


a 


ath ee ile es 


Wh 


Used with 16 Gathermatic 


stapler operates at a rate equal to 
the collator’s output. 

The sheets are fed into the stapler 
automatically by the collating 
machine, or by hand when 
used independently. They are 
then automatically jogged square, 
stapled, counted, and stacked in the 
receiving tray. The stapler will 
staple along either the horizontal or 
vertical edge, depending on how the 
sheets are fed into the machine. 

Equipped with a dual head, the 
automatic stapler drives either one 
or two staples simultaneously. Re- 
loading is a quick and simple 
operation whereby pre-formed wire 
staples are fed into the rear of 
the machine. 

The stapler measures 24in. by 
30in. by 40in., can take any sheet 
size from Sin. by 64 to 114 by 
144 and is powered by a 1/15th 
h.p. motor. 


Enquiry Ref. No. O9/3 


Svelt light fitting 


The CA42 is a slim ceiling- 
mounted instant start fluorescent 
fitting. The fitting houses four 
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Narrow, modern and effective 


Sft. 80 watt lamps and is fitted with 
a translucent Perspex underside. 

In many offices the ceiling height 
is restricted and suspended fittings 
are impracticable, therefore the 
CA42 is ideal in this situation 
where a narrow fitting is the more 
suitable. 

These units are quite attractive 
and should amply meet the modern 
demands of office lighting. 

Enquiry Ref. No. O9/4 


Low-cost calculator 


A stylish newcomer to the calcu- 
lator world is the Contex 20, a 


All-Electric 
Model 96 


PROTECTOGRAPH CHEQUE SIGNERS 


HALSBY & COMPANY LTD., ROOM 45, 52 DEAN ST., LONDON, W.I. 
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lightweight low-cost electric calcu- 
lator. 

This machine incorporates fea- 
tures such as an automatic decimal 
point indicator, motorised subtract 
and shift key for division, indivi- 
dual digit indicator for check pur- 
poses, auto on/off motor switch 
linked to the motor bar, constant 
factor retention for repeat multi- 
plication, and tens transmission for 
short-cut multiplication. In spite 
of all these features the machine 
is claimed to have a simplified key- 
board, measures only 10in. by 8in. 
by 4in. and weighs 7lb. 

A hand-operated model is also 
available. 

Enquiry Ref. No. O9/5 


Modern chairs 
from Scandinavia 


Offering elegance with comfort 
is a new range of Scandinavian 
designed office seating which pro- 
vides a comprehensive selection of 
chairs to suit most individuals and 


usages. All of the chairs have the 
same basic construction. 

The formed seat and back are 
made of }in. thick plywood, uphol- 
stered with a plastic foam and 
covered leather cloth or moquette 


© 


Elegant and comfortable 


in a wide range of colours. The 
seat is screwed on to a self- 
supporting steel frame, connected 


D’YOU REALLY 
ENJOY 
SIGNING CHEQUES? 


Of course not—no busy executive does. Nor 


should he have to. . 


. it’s a job for a modern 


machine that signs with ease, speed and 
absolute security—just the job for the Protecto- 
graph Cheque Signer. With a Protectograph, 

not only can you save precious executive time, 
but cheques are signed faster with 100 per 


cent proof against forgery. 


Signatures are 


indelibly printed in perfect facsimile. Ever 
seen a Protectograph eat up the work? Just ask 
for a demonstration or for illustrated literature 


to prove to 
organization. 


you 


their value to your own 


Hand-operated 
or all-electric 
models available 


GERRARD 4163 
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~ Supposing 


your telephones 
could answer 
themselves... 


... then you would have ANSAFONE — Britain’s foremost telephone answering and recordiag system. Think what 
this would mean. You need never miss a telephone call—day or night! Your customers, for example, can 
telephone their orders after office hours for prompt attention the following morning. Long reports 
from representatives can be sent without distracting staff from urgent work and during cheap rate 
periods. Calls may be received and recorded without waiting for a personal reply—in other words use 
your telephone as a long distance recording machine! You can help your customers and put your busi- 
ness ahead of your competitors by installing an ANSAFONE system now. The complete ANSAFONE 
service can be rented for as little as 2d. an hour—a fraction of what you and your customers will save in 
telephone bills! 


ask about 


PN NKSY Nl @) Nt 


ANSAFONE LIMITED /he pioneers in telephone answering and recording systems 


eee ee | 


SALES OFFICES : LONDON—¢ 661 MANCHESTER—' Sunlight House - Quay Street 
FACTORY: Fr amberley 3401 
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COME TO QUEENSBURY 


Here in Queensbury, Rotaprint machines are made. Here in Queensbury you 
are invited to look over the whole factory, see machine components being 
manufactured and assembled into the finished product. Walk through the 
Process Departments and see printing plates being prepared by the latest 
electronic methods. Watch demonstrations of the latest Rotaprint offset 
machines in the new showrooms, see the quality of the work they turn out. ’ 
Nowhere will you find a visit as interesting or as profitable, for somewhere IT’S EASY 
among the six Rotaprint models is one suited to your needs. Whatever your TO GET TO ROTAPRINT 
need—the answer’s here, from simple duplicating to superb colour, from The Rotaprint factory is two minutes 
foolscap to 174” x 254", Airmail to coated papers, Systems Machines or Chain Sision Lise Won tak ay ad Cwithis 
Pile Delivery for long runs. Rotaprint has all these and a sound reputation for helf en hour of leaving London 

after sales service built up over 34 years. 











R30/95 











R40/80 SYSTEMS 


Write or phone now for an appointment, we shall be delighted to see you 


ROTAPRINT LIMITED - ROTAPRINT HOUSE - HONEYPOT LANE - LONDON N.W.9 - Telephone: COLindale 8822 (12 lines) 
SHOWROOMS IN BIRMINGHAM, BRISTOL, GLASGOW, LEEDS, MANCHESTER R.$7 
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to a low set stand which is mounted 
on covered castors 

The height and angle of the back 
may be easily adjusted and can be 
locked when the chair ts in 
The adjustable height is from 
to 23in 
chairs 
which 
executive, 


safely 
use 
18in 
The 
de signs 
secretarial, 


available in 
suitable for 
and waiting 


are 
are 


room usage 


Enquiry Ref No. O9/6 


Double output for 
this printer 


The high-speed printer called the 
1403 which ts already well known, 
developed two new optional 
features which the makers claim 
mere than double its original speed 

A new speed of 1,285 lines per 
minute, with variable line spacing 
and skipping at up to 75 inches 
per second, will mean that a 20,000 
man payroll listing man number, 
department, gross earnings, deduc 
tions and net pay can be printed 


has 
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by a 
15 minutes 

The first feature, 
cartridge adaptor, allows the 
operator to change quickly from 
one type size, type style or special 
character arrangement to another. 
This is a prerequisite for the use 
of the feature, numerical 
print, which uses a chain made up 
of 15 character each contain 
ing 10 numbers and six special 
characters—in contrast to the 
standard alpha-numeric chain of 
five 48 characters 


1403 in little over 


interchangeable 


second 


sets, 


sets of 

Chain transit speed is unchanged 
at 90 inches per resulting 
in substantial saving in the time 
required for any one character to 
reach the printing positions 

The machine operator can 
quickly switch between alpha and 
numeric printing by interchanging 
the chain housing, 
which is easily removable from the 
machine without special tools. In 
addition to the numeric chain, other 
print chains with different arrange 
ments of special characters and 


second, 


Carriage, or 


Mustrated brochure from 


GLOBE WERNICKE Ltd. 


BILLET RD., WALTHAMSTOW, LONDON, o.17. 


OFFICE continued 


distinctive type styles will be avail- 
able with the cartridge adaptor to 
allow /40/ and /4/0 users to print 
reports especially suited to parti- 
cular commercial, scientific of 
special work. 
Enquiry Ref 





No. O9'7 


Chairs for the 
top men 


A new range of executive and 
boardroom chairs is available which 


New for the boardroom 


top is faced with dark grey lino. 

DESIGNER: NIGEL V. WALTERS, F.S.1.A, 
Sen. Executive Desk, 84°: 30° £881.80 
dun. Executive Desk, 60" 30".£A3S4 
Typist Desk, 48° £26? ..0.0....M27 448 
Conference Table, 78°x 36" ..£20.11.3 
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consists of suites in four different 
designs, each suite comprising both 
revolving and fixed models with 
In addition there two 
models without arms 
for use with all four 





arms are 
upright 
designed 
suites 

Designed to look equally har 
monious with either traditional or 
modern office décor, these chairs 
are made of high-grade timber and 
upholstered in leather. They are 
available in walnut, oak, teak, or 
mahogany and the leather uphol- 
stery can be arranged in a wide 
range of colours. Brass or silver 
satin ferrules can be fitted to fixed 
models as an extra 


Enquiry Ref. No. O9/8 


Dictating machine 
joins the system 


The Pullman dictating machine 
has now been adapted to take its 
place in a centralized dictating 
system The machine itself is of 
Danish manufacture and is notable 
for the simplicity of its circuitry 


and the ease with which it may be 
serviced. The remote control unit 
is of British design and manufac 
ture and equals the dictating unit 
in its serviceability. The unit is 
stepped to accommodate the 
machine and the resulting assembly 
is neat and compact to a degree as 
can be seen from the accompanying 
illustration. The block units bolt 
one upon another so that each 
installation can grow as required 
without the need for any cabinet 
or racking 

The dictating machine itself slips 
out of its niche without compli- 
cated unwiring and bank systems 
for either separate wiring or con 
nection to existing P.A.X. telephone 
systems are available. Full remote 
controls for all functions are 
obtained in both cases by dialling 
digits and an instantaneous stop 
enables satisfactory correction by 
overspeaking. Indexing for length 
of letter and instructions is also 
remotely controlled. Only two 
wires are required per machine. 

A hybrid system is now avail- 


vie BEANSTALK 


Over a period sales averaged |0,372 trays per week. 
That's a lot of trays—a lot of offices using them— 
and a lot of evidence that Beanstalks do a good job. 


2-tier 21/9 
Stand 16/7 


3-tier 34/9 





There is no identical product anywhere. 
stalk is a compact clearing house for paper work. It 
saves a great deal of time. Smooths ruffled tempers 
and reduces mental wear and tear. 

beside desks and on walls. Add extra tiers. 


Foolscap size: 16” x II” x 34” 
4-tier 47/9 


Pair of wall brackets 3/-. 


he Bean- 


Used on desks, 


5-tier 60/9 
Label holder 6d. 





able for the first time with medium 
dictators wired to the system and 
light dictators connected to the 
same equipment through the P.A.X. 

Supervisory controls and two- 
way telephone communication with 
the supervisor is provided as 
standard. 


Enquiry Ref. No. O9/9 


Continuous forms 
made ‘continuous’ 


A unique continuous form joiner 
has been introduced to reduce the 


No form or time wastage 


To BEANSTALK SHELVING LTD 
CHICHESTER, SUSSEX 


('/B/4) Please let us know where we can get them 
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The introduction of the new lightweight NCR (no carbon 
required) paper has enabled ‘Addressograph’ users to 
produce clear, smudge-proof multiple document sets 
without the use of carbon or carbon-backed paper. Multiple 
copies without carbons are quicker to handle and cleaner 
in use, and if you would like to test this for yourself please 
write for full details and specimen sets to the address 
below. Supplied through printers and stationers only. 


Gateway House 1 Watling Street London EC4 City 2020 
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WIGGINS 
TEAPE 
GROUP 
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time spent loading forms on to 
tabulators, computers, teleprinters, 
etc., and to reduce form wastage 
by making it possible to join short 
runs of forms together. 

The joiner provides an accurate 
means of holding forms in correct 
alignment during the operation of 
joining which is effected by means 
of special self-adhesive joining 
strips. The joining strips are per- 
forated for easy detachment of the 
forms after tabulation 

Iwo sizes of joiner are available, 
for forms up to 14}in. wide and 
for forms up to 18in. wide 


Enquiry Ref. No. O9/10 


Executive desk with 
storage facilities 

Designed specifically for the 
executive is an afrormosia L-shaped 
desk which is both pleasing to look 
at and extremely functional. 

It measures 72in. by 774in. and 
is fitted with six drawers, a drop 


flap compartment on the left-hand 
pedestal and a space for such items 
as a tape recorder. The desk also 
incorporates a large, lockable, 
storage Compartment 

The desk can be obtained with 
either a hide surface or an 
afrormosia veneered top 


Enquiry Ref. No. O9/I1 


Tape verifier for 
expanded codes 


The expanding use of 6- and 
7-tracked punched paper tape in the 
computer and data processing 
industry has created a need for 
tape verifiers capable of handling 
these expanded codes. A new ver- 
sion of the Model 90 tape verifier 
meets this need and is available 
for 5-, 6- or 7-track verification. 

Designed specifically for data 
processing applications, the model 
provides a means for automatically 
detecting and eliminating operator 
errors in the punching of 5-, 6- or 


They’re wise in having 


CAPE HILL BREWERY 


especially for spraying 


»utdoor 


metalwork, in- 


luding extensive railings, 
storage tanks etc. 


There are 1001 uses for this 


fast, completely silent, vibra- 


tionless and very portable 


spray painting plant. 


Couldn't 
YOU use one? 
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7-track tapes at speeds up to 15 
characters per second 

The verifier consists of four 
separate inter-connected units of 
punched tape equipment, a Model 
$4136 multi-wire keyboard, a 
Model 92 tape reader, and a Model 
25 tape punch and a power pack 

Another version of the Model 90 
is the verifier-reproducer set which 
incorporates a Model 75 teleprinter 
with tape punch attachment in 
place of the Model 25 tape punch 
This further extends the versatility 
of the equipment by adding page 
printing, tape editing and tape 
interpreting facilities to its existing 
capabilities. 


Enquiry Ref. No. O9/12 





For more details of any 
product, please use the 


form on page 136. 











at MITCHELLS & BUTLERS utp 


BIRMINGHAM 


Makers of the original oil-sealed rotary compressors 


A. BULLOWS & SONS LTD . LONG ST . WALSALL . STAFFS . TEL: 27251 
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with 





Miss Bebe Daniele 
and Skeeter 


The many interests of the Lyon family demand efficient organisation. 
Domestic life, so well reflected in the popular BBC broadcasts, and 
much business activity, go on under one roof in their home. The three 
offices are furnished with Harvey ‘400-Style’ Desks and Filing Cabinets. 
To those who must live with their work, this superior range of office 
furniture provides all necessary facilities for work, and its dignified 


lines and pleasing colours are at home in any setting. 


HARVEY | 


OFFICE FURNITURE IN STEEL 


G. A. HARVEY & CO. (LONDON) LTD. WOOLWICH ROAD, LONDON, 8.E.7. GREenwich 3232 (22 lines) 
Sales Head Office: VILLIERS HOUSE, STRAND, LONDON, W.C.2. Telephone: WHItehall 9931/7. Telex: 24380 Gahsales London. 
The ranges of Harvey and Harvey-Milner Office Furniture include Double and Single Pedestal Desks, Secretarial Desks, Typists’ Desks, 
Office Tables, Machine Tables, Bookcases, Lowboys, Filing Cabinets, Cupboards, Wardrobes, Lockers, ete. Please ask for details. 87/6) 
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“ What have you de * about a 


fire alarm system, John ?” 


* Simple — Ive given 
> 


the job to Gents...’ 


a 
<2 «s 
Wis <_<. =—- 


¢- 





fire alarms — don't give fire a chance! 


Experience counts . . . Gents have had over sixty years in 


the fire alarm business and make equipment ranging from simple 
manually-operated systems complying with the Factory Act 
to comprehensive detector systems, approved by the Fire Offices’ 


Committee, that give the alarm automatically — day or night. 


GENT & COMPANY LIMITED «- FARADAY WORKS - LEICESTER - London Office and Showroom: 47 Victoria Street, London S.W.1. 
ALSO AT BIRMINGHAM ’ BRISTOL . EDINBURGH GLASGOW NEWCASTLE BELFAST 
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vy For more details of any product use the form on page 136 


woRKsitiPact 


Through the wood with the 
greatest of ease 


All businesses connected with 
wood laying or removing will find 
a new range of board cutting equip- 
ment useful. 

Three tools are available all de 
signed to cut, lift or prise boards 
with the minimum of effort and 
damage. The cutter is for clearing 


Easily prises boards 


Slips along between them 


between boards, and the cut is 
limited to a maximum of jin. It 
is mounted on rollers and is foot 
operated. If it is necessary to cut the 
board, the lifting plate is screwed 
to the floor, and lifted by a bolt 
running through the arched frame. 
With the board in a raised position, 
support bars are inserted under- 
neath and it can be cut and 
replaced without damage Iwo 
models are on the market, up to 
6in. and 10in. boards respectively 

All models are made from 
aluminium alloy, and are rustproof 

Enquiry Ref. No. W9/l 
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Drawing office 


ergonomics 
A useful addition to the drawing 
office of any company is a bench 
which has controls enabling both 
height and angle adjustment to be 
made from the draughtsman’s 
chair. In many respects, this is the 
first piece of office equipment 
which takes note of the comfort of 
the operator as well as of the 
functional use of his desk 
Other useful features of the 
stand are: it is spring counter- 
balanced with the whole weight of 
the board and ancillary equipment 
held in suspension by means of a 
horizontally tensioned spring and 
cable. Because it is self-contained, 
it can be fitted on any bench, table 
or flat surface. 
Enquiry Ref 


No. W9/2 


Counting the 
packets 

During 
packaging has become important, 


this last decade, pre- 
especially in the food industry 
Now, following closely on the new 
methods of making packets and 


sealing them by heat comes a 


One by one 


counting device, designed for easy 
fitting to existing sealing dispensers 

It is fitted to the sealer by means 
of a bracket, and connected to the 
internal mechanism by means of a 
light extension spring. 

Enquiry Ref. No. W9/3 
Ring out 
the tape 

Increased productivity on the 
production line is often not main- 
tained when the goods reach the 
warehouse because suitable equip- 
ment is not available. 

Sealing of paper or corrugated 
sheets is one job that is universally 
undertaken. It is also a job that 
is slow because until recently there 


Any size handled 
were few mechanical or automatic 
aids. Among the models which 
are now available are two auto- 
matic tape dispensers which the 
manufacturers claim go a long way 
to increase packing efficiency. 

One model issues two lengths of 
tape alternatively to allow packing 
of the more difficult parcels. It is 
operated by electricity, and lengths 
within the limits of 3in. up to 72in 
are made by movement of two 
selector arms around the centre 
dial. A press of a button results in 
cut and freshly moistened tape 


continued on page 117 
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WHO 
takes urgent messages 


when you re out? 


ROBOPHONE does... 
DAY 


NIGHT! 





ie your responsible position, you naturally want all ROBOPHONE works day and night — 
‘phone messages to be dealt with efficiently—and to _at really remarkably low cost. You will 
be passed on to you with minimum delay. find it well worth further study. Please 


, end off the coupon for fi tails. 
ROBOPHONE, a simple attachment to your phone, does ~~ d off the coupon for full details 


precisely that. When you're out, it answers your phone a Tae ka | 
with an announcement worded as you wish, then it asks Please send me full details of the ROBOPHONE 





for messages — records them—and plays them back 
F NAME 
perfectly when you return. 





ODOPHONE LTD 


TO: Robophone Limited, Shropshire House, 
179 Tottenham Court Road, London, W.1. 
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continued from page 67 
now Seen in this light the 
differences between manual and 


punched card systems and between 
and computers are 
differences of degree. Because firms 
embark on this journey it does not 
mean that they must necessarily 
end with million dollar computers 
before they reach full efficiency. 
[There are many intermediate desti- 
nations and where a halt is called 
depends entirely on the nature, 
scale and complexity of the prob 
lem to be solved. 

In the case of the British Home 
Stores the problem was that of 
ordering and keeping track of a 
great range of goods obtained from 
a multiplicity of suppliers and 
distributed to some 80 retail outlets 
There is no central 
where all the items are collected 
first before being sent out and there 


these largely 


warehouse 


is therefore no convenient check 
point The goods are delivered 


the 
and 


from the suppliers to 
stores But the 
accounting are done centrally and 
so are the payments to suppliers 
So, also, is the totting up of the 
financial balance of 
outlet. The opportunities 

chaos and confusion are endless. 


direct 
ordering 


each retail 


for 


Five years ago a young man, 
now assistant accountant, 
appointed to the staff of the com- 
pany for the purpose of looking 
into the situation. He spent much 
of his time investigating the possi 
bilities for the company of auto- 
matic data processing. An efficient 
manual already in 
operation but he wanted to discover 
whether the work could be done 
still better and more efficiently. 
Owing to circumstances beyond the 
company’s—or anybody’s—control, 
one false start was made. An auto- 
system was installed which 
ran haltingly for two years, but 
creaked so audibly under the strain 


was 


was 


system 


matic 


That’s the Valor Small Steel Cupboard 


Ideal for office use. Perfect for keeping stationery 
neatly stacked and free from dust. Solves the problem 
of storing files, sales literature, etc. The Valor Small 
Steel Cupboard is strongly built and compactly de- 
signed with one adjustable shelf. Extra shelves avail- 


able. GREY Or GREEN finish. Size: 36 


x18 


12’. 


Valor Steel Clothes Locker 


Keeps clothes secure and safe, 


and free 


from soiling by dust. Available in single, 
double or triple units. Size: 72” x 12” « 12”. 
Write for illustrated brochure to: Dept. B. 


THE VALOR COMPANY LIMITED 
Bromford - Erdington - Birmingham - 24 
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that ultimately it was abandoned 
as inadequate IBM then 
approached and set about tackling 
the whole job afresh. 


were 


The good 


understanding that must exist 
between manufacturers § and 
customers in these matters was 


quickly established. Within a year 
a new system was installed based on 
the 604 calculator and two high 
speed 421 accounting machines. A 
third accounting machine is still to 
come. 

Of personality and organizational! 
problems there were many on the 
first change to automatic, mainly 
in the guidance of 
employees into new methods, but 
the change was effected with little 
disruption in the flow of work. 
With the second change those pro- 
blems had been overcome. For 
three weeks the manual and the 
punched card systems worked 
side by side. And then the job was 
END 


long service 


done 
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A Wnt Site PLAIN OR WITH ACCURATE HOLE OR SLOT PERFORATIONS 


PLAIN OR GUMMED IN ANY WIDTH FOR ANY TYPE OF MACHIN 
3 
W: are specialists in the Ro | | S eee 


production of paper rolls for all P - 
individual requirements, accurate- ANY COMBINATION OF SIZE - WIDTH OR PERFORATION 
y and cleanly wound in any width 


and for all types of specialized Pg 
machines. Your enquiries will HUNT & COLLEYS LTD SPECIALISTS IN THE MANUFACTURE 
have our prompt and careful @ OF PAPER ROLLS FOR INDUSTRY 


attention. May we quote you? 

























HUCKNALL ROAD - NOTTINGHAM - TELEPHONE: 61088/9 
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Automatic 


SANITARY 
TOWEL 
MACHINES 


PROTECTIVE KEY DESIGN 


One of the many exclusive features of the Blick Watchman’s 


ARE Clock System is the design of the station keys. 
ESSENTIAL Used in conjunction with the special calibrated paper charts, 
WELFARE k i: ob ; hich ; 
EQUIPMENT these keys control the maximum speed at which patrols can 
n every madern be done efficiently; any tendency to exceed the 
FACTORY 


OFFICE BUILDING 
LAUNDRY, ETC. 


The machine  illus- 
trated dispenses the 
“Dr. White's” well- 
known brand of 
cotton-wool towels 
individually packed 
in cartons. 

The mechanism al- 
lows for easy adjust- 
ment to a_ selling 
price of 2d., 3d. or 4d. 


controlled speed is instantly visible on the 
stamped record. 


ONLY THE l 


THE HAS BUILT-IN SECURITY 
SIMPLAMATIC MACHINE BLICK TIME RECORDERS LIMITED 


CO. LIMITED 96-100 Aldersgate Street, London, E.C.I. Telephone: MONarch 6256 


#2 OLD BOND STREET, LONDON, W.i 
Tel. HYDe Park 546! 





WATCHMAN’S 
CLOCK SYSTEM 
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WY ORK SHOP continued 


The sister model is similar in 
operation except that different 
lengths are issued as_ required 
through the use of a dial similar to 
that on a telephone. The standard 
model gives lengths from 3in. to 
39in 

Both machines take rolls from 
lin. to 3in. wide and up to Yin. in 
diameter. 

Enquiry Ref. No. W9/4 


Red for danger 

Where work study is_ used, 
accurate information for both 
employer and employees is impor- 
tant. Among the equipment now 
available is a clock which not only 





Keeps you informed 


tells the operative his performance, 
but if required, permits self-adjust- 
ment to allow for the different 
working capacities of the em- 
ployees. 

Actual bonus time and cash 
earnings are not shown, but if more 
tume is taken over a job than that 
set, the green marking light turns 
to red. Standard units have a time 
range from 5 to 60 seconds, but 
ther ranges can be supplied from 
3 seconds to 12 minutes. Built-in 
electro-magnetic counters with 
hand re-set can be supplied if re- 
guired. Each clock is built in an 
aluminium box measuring 8in. by 
6in. by Yin. 

Enquiry Ref. No. W9/5 


Remote controlled 
colour camera 

A new camera which the manu- 
facturers claim will permit the use 
of colour television under the most 
difficult circumstances will soon be 
available for industrial use. 

continued on page 118 
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Calls handled more easily and efficiently ... 





for real 


9 etme ae 


better service for both you and your callers 


out 


.. internal calls dialled and connected with- 


operator intervention: for every com- 


pany with a private exchange, the AEI 


Cordless is the switchboard to choose. 


Incoming calls are routed by easy-to- 
operate flick keys—no cords, no jacks, 
no confusion. 

Numbers are set up with buttons instead 
of a rotary dial—faster, less fatiguing, 
more foolproof. 

Outgoing calls can be dialled by the caller 
(except where deliberate barring is 
essential). 

Outside calls can be held while internal] 
inquiry call is made on the same phone in 
privacy. 





Telecommunications Division 


AEI Private Telephone Department 
3 Avon Trading Estate, Avonmore Road, West Kensington 





London W.14. FULham 9471 





cer blficiency- 
ordless 
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* HERE AT 
REED 
BROOKGATE 
LTD. 

(A member of the 

Reed Paper Group) 


IN ACTION 


Completely PsN Ui vol aat-lile 


Pneumatic conveying 
fo) Moialial-meil-h's-laleme (51 — 

ifelamial-melel-lilale Mme) meor-|eol—) am 
make ielt-m eo) Fle) @isl-maalel-4} 


Cl eriColret-i(- mia mial(-m Le) ale! 


* IT'S 


COMPLETE 
AUTOMATION 
BY B.V.C. 
VACUUMATION 


Among the powders for automatic conveying, china clay presents 
a sticky problem. It packs, readily absorbs moisture, it sticks 

and clogs—although it is as fine as face powder. It seems to 
ignore the laws of physics; it will not flow, it arches. But powerful 
B.V.C. Vacuumation tamed the china clay. 

In fact two separate B.V.C. pneumatic systems feed Reed 
Brookgatc’s Larkfield plant with china clay and powdered glues 
Both installations are completely automatic once the sequence is 
started from a central control. 

Have you a ‘sticky’ conveying problem? B.V.C. Vacuumation may 
well be the answer. Why not write to 


THE BRITISH VACUUM CLEANER & ENGINEERING CO. LTD.. 
Dept. VAC/B.14, Goblin Works, Leatherhead, Surrey 


Phone: Ashtead 86 
One of the Goblin (BV. Group of Companies 


WORKSHOP continued 


The camera can be controlled by 
the operator sited a thousand feet 
away, and will televise true to life 
colour pictures where normal 
observation is impossible, or in any 
industry where the communication 
of information involving colour is 
important. 

Colour pictures can be displayed 
on a 2lin. receiver or on larger 
screen projectors 

Enquiry Ref. No. W9/6 
Shredding all 


old paper 

A machine which can destroy 
paper at the rate of 600lb. an 
hour should prove valuable to all 
where large amounts of 
confidential documents have to be 
destroyed quickly and effectively 


offices 


Takes paper or cardboard 
It can take paper or cardboard of 
any thickness, and is not damaged 
by paper clips or staples 

The unit is powered by a 5h.p 
motor and weighs 6cwt. and is 
capable of continuous operation 
The cutting blades are made of 
steel and require no oiling. All 
moving parts run on ball bearings 
reducing noise to a minimum. The 
paper is fed in on a conveyor, and 
the waste is emptied into a con- 
tainer. Should the machine jam 
through overloading, the motor 
can be reversed and the cutters 
cleared. 

Enquiry Ref. No. W9/7 
Spot-on weiding 

A new range of welding equip- 
ment designed to save the welder’s 
time is now on the market. The 
models range from 200 to 600 
amps, all with adjustable current 
ranges. 

The higher amp ranges are pro- 
vided with push-button motor- 
operated amperage controls. In 
addition, certain of the welding 
guns are fitted with controls which 
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Adjustable welder 


enable the operator to automatic- 
ally change his amperage to meet 
changing thicknesses of steel. This 
is achieved by the welder touching 
his electrode to a resistor, on the 
one side to effect an increase, and 
on the other for a decrease. 

The manufacturers also provide 
a triple unit from which a number 
of welders can work without caus 
ing any variation in the current 

Enquiry Ref. No. W9/8 


For thicker stapling 

The introduction of a heavy duty 
stapler will, the manufacturers 
claim, make light work of fastening 
thick batches of material. It uses 
staples made of high tensile steel 
in six sizes ranging from y,in. to 
tiin. which will penetrate the 
composition material now used in 
the footwear industry 


Holds it firm 
It will also be valuable to 
printers where thicknesses of up 
to jin. can be stapled. The stapler 
will load 100 staples in one filling 
Enquiry Ref. No. W9/9 
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££ 
IT IS IMPOSSIBLE TO BEAT 
SPEED-O-PRINT 


—the world’s most advanced photocopier 


Photocopying saves you time and money. And the SPEED-O- 
PRINT Photocopier gives you the best return for your outlay 
because it offers so many outstanding advantages.* 

Whether you have an office copier, are thinking of getting ce, or 
wonder if one will do you any good—you owe it to yourself to 
study the full SPEED-O-PRINT story. 

Which you can do quite easily 

by mailing the coupon below. 


* NO CHEMICALS 


to mix or handle—just slip in the SPEED-O-PRINT 
Redi-Pak cartridge 


* PORTABLE 


you can carry SPEED-O-PRINT from office to office 


use it on any desk—the developer does not spill 


NO WASTE 


unique built-in paper dispensers prevent faulty 
feeding—-eliminate waste 


RANGE OF SIZES TO SUIT EVERY NEED 


Models from £60. Trade-ins accepted. 


SPEED-O-PRINT 





OFREX GROUP INFORMATION SERVICE, 
OFREX HOUSE, STEPHEN STREET, LONDON W.1 
TEL: MUSEUM 3686 
Please send complete details of SPEED-O-PRINT Photocopiers 
NAME 
COMPANY 





ADDRESS 


Ofrex 6 Group 











OFFICE PLANNING 





Staff Movement 


Here is a small sales accounts department the 
layout for which is based on a Shannon plan 
currently in use by one of the major oil companies. 


Eliminates 


Three feet high ledger storage is conveniently 
placed within reach of both accounting machine 
operators and ledger clerks. Typists, in turn, 
are situated next to clerks and close to the lateral 
filing. Each accounting machine operator, clerk 
and typist form a section dealing with customers 
within a geographical area. 


The only movement required in this office is for 
the typists who take two paces to reach the filing 
cupboards. 


This is just one simple example of how Shannon 
tackle the problem of Office Planning. No matter 
what department of a business nor how complica- 
ted its procedures, a Shannon Consultant is trained 
to rationalise it and submit recommendations for 
an improved layout to save space, time, effort and 
above all “ money.” This is no nebulous claim. 
The Shannon Office Planning Service is free and 
entails no obligation, so why not let us tackle 
your office. 


Post this slip for a free copy of our booklet “A 
New Concept in Office Planning.” 


The Shannon Ltd., 85 Shannon Corner, New Maiden, Surrey a 


Please send me a copy of your free book on Office 
Planning, without obligation 


Vame 
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Two ways of keeping a 
check on high pressure gas 

Not many years ago, the use of gas was not a 
commercial proposition for many companies. Now, 
due to the influence of new techniques and liquid gas, 
more and more workshops are using high pressure gas 
for an increasing number of jobs. 

This has had the effect of increasing the use and 
numbers of pressure and volume indexes which elimi- 
nate much of the complicated checking previously 


Base pressure and 
volume indices for 
gas users 
‘ 


associated with the accurate measurement of gas 
used at high pressures. The base pressure index now 
on the market give the amount of gas used by 
multiplying the volume of gas by the pressure factor 
The volume index preforms an identical task but also 
includes temperature, 

A supplementary volume and pressure gauge is 
available for use with both instruments. This plots 
on a chart the time and pressure at which each 
thousand cubic feet of gas passes through the meter 

Enquiry Ref. No. W9/10 


Taking the workshop 
to the work 

Mobility is not yet a feature of the British work 
shop. It is still customary for us to take our work 
to the workshop rather than take the workshop to 
the work 

Now a cutting machine is available which can be 
taken anywhere at any time. It is suitable for 
cutting iron, steel, brass and bronze, and has its 
own 14 h.p. engine. Cutting wheels are available 
for different kinds of material, and the machine can 
be used on a floor stand or bench mounted. It 
weighs 481b. complete. 

Enquiry Ref. No. W9/11 


Sights for keeping a 
check on the crane 
A new weight trip amplifier will show when danger 
load is reached on a crane. A fully transistorized 
instrument, it operates from the normal 12 volt 
supply fitted to the crane or other mobile unit. 
Two main systems are available. One gives an 
amber signal for the pre-set safe load and two 
further signals at percentage deviations below and 
above this line. The other identification gives a 
light warning when the safe limit is reached 
Enquiry Ref. No. W9/12 END 
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A man-size 
Brushpen 


foraman- | (3M) GETTING A FOOT 


vey IN THE DOOR! 


Brute force, plaintive pleading—or a shrewd 
study of first impressions? Which is the know- 
tough for heavy ledgeable way of handling that all-important 
work in Warehouse, preliminary to the sales interview, getting 


Despatch Depart- through to the buyer? 
ment or Store, for | This is just one aspect of selling covered by the 


ACTUAL = marking or addres- G. B. Film Library’s Sales Training Films, a 
SIZE sing at speed: the series designed to vitalise sales theory by 
; dynamic presentation of live selling situations 





Precision made 
yet rugged and 


Speedry 53 * Capac ° 
Brushpen is self- 
filling, self-feeding, 
and has no working 
parts, NOTHING 
TO SPILL, NOTH- 
ING TO LEAK, 
NO MESS! It fea- , Here are just a few of the films in the Sales 
tures the exclusive . Training Series obtainable only through the 
Speedry CAPillary a G. B. Film Library 

ACtion—so there is ? 


of ‘what to do’ and ‘how to do it’. 

Only on film can sales demonstrations be made 
without inhibitions. Only on film can a sale be 
broken down scientifically, and analysed step 
by step. Send your salesmen into the field really 
prepared for every exigency of their job. 


OPENING THE SALE 
OVERCOMING OBJECTIONS 
HOWsTO SELL QUALITY 

THE THINGS PEOPLE WANT 
CLOSING THE SALE 

THE POWER OF ENTHUSIASM 
PROFESSIONAL SELLING 
DEVELOPING YOUR SALES 
choice of four differ- PERSONALITY 


ent head styles, from 
HOW TO UP SALES BY BETTER SALES 


£2 4s. 4d. including 
Purchase Tax, or in SUPERVISION 


the form of com- 
plete Shipping Kits 


+ hapa iF THIS BOOKLET 
Please write to us 4 ' , WILL BRING YOu 
for literature and . 

_ our ~ r THE FACTS! 


particulars of 

Industrial Products 

Distributor in your 

area, or call at our 

Stand No. Purple 

422 at the Interna- | IF YOU HAVE NO PROJECTOR, 

tional Packaging | you can hire a 16 mm. sound projector and 
Exhibition, Olympia : * operator from the G. B. Film Library. 

Sept. Sth—1 5th. 


ce ‘6 G.B. Film Library 


no loose ink It 
can be used held in 
any position and 
will flow freely even 


upside down! 


This Industrial size 
Brushpen can te 
obtained with 


* e+ ee#eeststst st 


ee See © we 


RAL ete TR ey AORN NE I Soret ners en Oma 


83 Copers Cope Rd., 
Beckenham, Kent, 


ae England. Props: Rank Precision Industries Limited, 
BECkenham 5023. 1, AINTREE ROAD, PERIVALE, GREENFORD, MIDDLESEX. TEL: PERIVALE 6666 
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Precise organisation 
at every level 





Pro Linep.-$ PE KE 


These three ranges of Pullman-Speke office 
furniture give the complete requirements for a 
smoothly-run business. Intelligently designed, 
scrupulous in workmanship, Pullman-Speke is 
durable and smart. All ranges are available in 
oak or mahogany, prices extremely competitive. 





Unit Range 
Designed for open 
space planning and 
adjustable to methods 
of work rotation, this 
range consists of 
interlocking units of 
desk tops, pedestals 
and cupboards which 
can be arranged 

with unlimited 
adaptability! As 
illustrated 

Price £59 6. 4. 





Commercial Range 
Desks, and tables, 
are equipped to 
simplify daily routine. 
Desks have con- 
venience trays, deep 
drawers fitted with 
suspended filing and 
automatic locking. 
All legs have height 
adjustors. As 
illustrated. 60° x 33” 
Price £27 15. 8. 





Executive Range 
Handsome desks, 
glass-fronted book- 
cases with cocktail 
compartment, 
imposing boardroom 
tables, slim ward- 
robes, telephone 
cabinets—each piece 
has the look of 
quality and assurance. 
As illustrated. 

60” x 33”. 

Price £44 9. 9. 





For full details of Pullman-Speke office furniture, 
fill in and post this coupon—TODAY. 


To: Pullman Office Furniture Ltd., Pullman House, 
29-37 Goswell Road, London, E.C.1. 
Tel.: Clerkenwell 6911. 


Name 


Address _ > isinkintdenatitraiidtn — | 
I 


Office Equipment Division of Pullman Industrial Holdings 
Limited. Branch Offices: Glasgow, Edinburgh, Birmingham, 
Manchester, Bristol. 
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Photocopying 
made simple 


continued from page 87 


split unit produced by Block & Anderson, and a wide 
range of models—including a wall mounted unit— 
that are marketed by Copycat. 

Another transfer process is that which employs a 
gelatine coated matrix which, after exposure, is 
immersed is an activating solution. In this way the 
image is revealed, since the gelatine on the exposed 
areas softens and, aided by a colouring agent, is 
transferred to the copy paper. The number of 
copies available by this method varies between six 
and 15 per matrix. Once the negative, or exposed 
matrix has been produced only the second part of the 
process need to be repeated for subsequent copies. 

After the first copy all subsequent copies from 
the same matrix are produced at negligible cost, i.e. 
the average first copy costs 74d. while subsequent 
copies can cost as little as 4d. each. Equipment 
using this adjunct of the transfer process are mar- 
keted under the name of Verifax machines; an 
example is the Verifax Standard Copier Model 2A 
manufactured by the Kodak organisation. This 
machine, one of a range, has been designed to copy 
an area up to 10 in. by 16 in. from originals of 
almost any size and is capable of producing a per- 
manent ready-to-use copy in under one minute, and 
extra copies in a matter of seconds. Equipment for 
this process is usually priced between £70 and £170. 


Direct positive process 

Yet another method of reproducing copies is the 
direct positive process which can be applied to any 
kind of original whether translucent or opaque. This 
process is similar to the reflex process but differs in 
that the first exposure does not reverse the tone of 
the original document but produces a mirror copy 
of the original, i.e. a black image on a white ground. 

Processing positives in this way is not as fast as 
the reflex technique although the quality of the 
copies is very good, especially in respect of colour 
images. An important feature of this process is that 
a mirror copy can be produced on a translucent 
material which can then be used for the reproduction 
of copies by the dyeline process both speedily and 
economicaliy. The sensitized material used in direct 
positive reproduction is less sensitive to light than 
that used by many of the other processes, a factor 
which makes handling much less critical. Typical 
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of the equipment for this process is the Copycat D.P 
Auto-Processor, a unit which is extremely fast for 
this method of reproduction—an average of 40 
seconds per copy. The price range of direct positive 
equipment extends from about £80 to £200 

Differing from all the basic principles of all the 
processes so far mentioned is that which relies on 
the application of heat as opposed to a light source, 
this is commonly known as the thermal process. This 
technique depends entirely on the compounds of the 
image and their ability to absorb infra-red rays, for 
example, an image made up of inks which have a 
high carbon or metallic content. Since the process 
does not involve the application of light the tech 
nique can be used quite comfortably under most 
conditions. Copies are produced by passing the ori- 
ginal and a sheet of coated paper over a plate (flat- 
bed) or round a cylinder (rotary) in the centre of 
which is positioned an infra-red lamp. 


Compact and clear 

Distinct advantages of this process are that no 
processing operation is required and all copies are 
produced quickly and absolutely dry. The only 
disadvantage being the reliance on certain metallic 
or carbon based inks in order to produce high quality 
copies. A most effective machine using this process- 
ing principle is the Secretary range produced by the 
Minnesota Mining and Manufacturing organization 
They are priced at about £140 and are capable of 
producing copies up to 14 in. wide at about 4d. per 
Copy 

Xerography is a very different form of document 
reproduction but for the purpose of classification 
it can be considered allied to the photocopying pro- 
cedures already discussed. It is a photo-electrical 
method of reproduction which has made a consider- 
able impact on the industry during the past few 
years. With xerographic equipment the original 
document to be copied is exposed in such a way that 
the image is retained invisibly in the form of posi- 
tive electrostatic charges on the surface of a special 
plate This plate is then dusted with a finely 
powdered ink which is negatively charged and there- 
fore adheres to the lines of the image. Finally the 
surplus powder is dusted off and the image is per- 
manently transferred to plain paper or an offset plate 
A machine which typifies this technique is the Rank 
XeroX 914 office copier, a desk sized machine which 
automatically produces six copies a minute on ordi- 
nary plain paper. No exposure setting is needed and 
no liquids are used. Some of the main advantages 
of this type of equipment are that copies from an 
original can be produced either enlarged or reduced, 
colours are reproduced to a high standard, and it is 
simple to operate. The approximate cost per copy 
is 44d. at a minimum rate of 100 copiesa day. /ND 
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KINGS 
OF 
. INDUSTRY 


Electrically operated I.C.C. machines that 
bulk-seal and open envelopes in a trice are the order 
of the day for modern industrial “king.” 
Consider, for example, the time and labour that can 
be saved with # fully automatic machine that will open 


every 


a score of letters safely and consistently in a matter of 
(simple adjustment for large and _ small 
envelopes). Also an envelope sealing machine—the only 
one in Great Britain—-fitted with an automatic feed 


seconds 


sealer 


SPEED THE MAIL 
WITH 


o 

They also make 

the best coin-counting 
machines. 


Full details from 
INTERNATIONAL 


COIN COUNTING MACHINE CO. LTD. 
248/250 Tottenham Court Road, London, W.1 
Telephone: LANgham 8416, 8418/9 


Branches and agents throughout Great Britain also the Dominion of 
Canada by IC.C.'s Associated Company, Rand Equipment Lid. 
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It won’t do Mr. Smith! You can hang a 
card on your door, but not on your telephone. 
When you leave your telephone unattended 
it ceases to do anything but frustrate your 
callers—unless you rent a Recordacall. With 
a Recordacall connected to your telephone 
you can go out, confident that those who ring 


will be well looked after. Recordacall will 
answer your callers and tell them to leave 
messages for you and record your callers’ 
messages. These messages will be recorded 
so that you may play them back at leisure and 
avoid missing vital information; even orders 
may be dictated and recorded for you. You 
can’t afford to be without a Recordacall. For 
as little as 25/- per week you can 


Telephone: COLINDALE 0123. 


Write to K. S. PAUL (P.M.) LTD. 
KINGSBURY WORKS — LONDON, N.W.9 
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EXECUTIVE CAR REPORT 





continued from page 89 


As a 5/7 cwt. van, the Anglia retains most of its 
private-car characteristics. Performance remains 
sprightly up to about half maximum load, and the 
exceedingly smooth engine makes light work of a 
full cargo. 

Steering is light and precise, and a 32ft. turning 
circle ensures easy manceuvrability in congested 
areas. The curved windscreen and the sloping 
bonnet give first-class forward visibility, and the 
electrically-operated wipers are exceptionally effi- 
cient. Large windows in the rear doors, and the 


combination of interior and exterior mirrors, give 
better than average rearward vision for this type 
of vehicle 

Load space is 61 cu.ft., plus an extra 12 cuft 
beside the driver if no passenger seat is fitted. 

A commendable feature of the driver and pas- 
senger doors is the curved bottom edge. These 
keep them clear of high kerbs even when fully 
open—a boon for kerbside delivery work. The 
rear doors open through 100 degrees to facilitate 
loading 

Driver comfort is good for a commercial 
vehicle—as good as in the private-car version, in 
fact. The standard Anglia instrument layout is 
employed, and I like particularly the steering 
column mounted dipswitch. There is a capacious 
glove box, useful for order books, etc., or the 
driver's personal belongings, and a full width 
parcel shelf may be fitted as an extra. A roof- 
mounted ventilator is standard, but a heater is 
extra 

A special commercial version of the Ford 10SE 
997 c.c. engine powers the Anglia van. With a 
compression ratio of 7.5 to 1, this unit runs 
happily on commercial grade fuels. For operators 
requiring additional performance, a _ higher 
compression engine is available. 

All in all, the Anglia van, with its clean exterior 
lines, would make an attractive addition to any 
operator's fleet. And the owner-driver would not 
be ashamed to use it as personal transport on an 
evening out with his wife 

Price: 5 cwt. £369, 7 cwt. £399. END 
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catalogue 
listing 200 films 


and filmstrips 


on travel and transport 
subjects — many in coiour 
and all on free loan from 
British Transport Films 


Chief Officer (Films) 


British Transport 
Commission 


25 Savile Row London W1 
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PARTITIONS 


Constructors Metal Partitions are not only 
extremely pleasing to the eye but of great 
strength, and serviceability. Their freedom from 
warping, cracks or decay and their resistance to 
fire and vermin make them the obvious choice for 
the sub-division of building interiors. They are 
very adaptable to changing requirements as they 
can be dismantled easily and quickly for re- 
siting in new positions in order to use space 
in the most efficient and economical manner 


GOOD PLANNERS ALWAYS CONSULT 


ON SNUG) 


THE MANUFACTURERS OF STEEL EQUIPMENT 
CONSTRUCTORS LIMITED, DEPT. Bi 
TYBURN RO-+D, ERDINGTON, BIRMINGHAM 24 
TELEPHONE: ERDington 1616 
London Office: 98 Park Lane, W.1. Telephone: MAYfair 3074 
Leeds Office: 25 Merrion Street. Telephone: LEEDS 28017 
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SAFETY 
alhst. 


ELECTRICAL 


PR A q i Y ca A L ae INCINERATOR 


Atma THE ONLY INCINERATOR INCORPORATING OUR PATENTED SAFETY DEVICES 





Manufactured by the first and 
leading Sanitary Incinerator 
Specialists in the World. 


Guaranteed for one year and 
backed by a full service 
organization. 


Simple and cheap to install. 


Approved by the Royal Insti- 
tute of Public Health and 
Hygiene. 

Regularly supplied to and 
approved by all H.M. Govern- 
ment Departments, Local 
Administrations and Educa- 
tional Authorities, Hospital 


+ + 





Management Committees, 
General Industry. 
Patents 555062—621085 and 
Foreign Patents. 
ECONOMICAL 
EFFICIENT 
FOOLPROOF SANIGUARD APPLIANCES LIMITED 
INDISPENSABLE 
LONDON WALL, LONDON, €E.C.2 
AO es NATIONAL 888! 8882 ond ro. 





Work goes with a swing 
when oy , 















M8 in the alr .; 
use it to keep offices ~ 
and workshops 
fresh & pleasant 


Spray your offices and factory 
It will be 
appreciated by your staff and will 
Highly 


concentrated, very efficient. 


regularly with Zoflora. 
help to prevent sickness. 


* Samples & 


prices 
available 


from 


THORNTON & ROSS LTD : HUDDERSFIELD 


12.86 
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The most hysiene way of drying hands 
is also the most economical 


HANDY ANDY 


WARM AIR TOWELS 


drys hands, forearms and faces 
SWIFTLY, HYGIENICALLY AND THOROUGHLY 


The cost is a quarter that of paper 
towels and less than one-third that of| 
laundering roller or individual linen 
towels. The fuss and expense of 
refillings and replacements is cut ou 

entirely. Handy Andy dries 75 pairs) 
of hands for one unit of electricity 
and is the most economical means 
of complying with section 42 of the, 
Factory Act. What you save will , 












pay for your Handy 
Andys in less than a year. 
They give years of 


trouble free service. 


Write or’ phone 
for full details toa - 


QUIZ ELECTRICS LTD. 


160 HIGH STREET, TEDDINGTON, 
MIDDX. Tel: TEDdington Lock 4069 
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OUR KIND OF DESK 





...AND YOURS! 


My boss always says he blesses the day we decided to 

re-equip the office with ART METAL. For tip-top, 

up-to-the-minute design, sheer good looks and beautiful 

finish—it’s perfect! With my “ foldaway-typewriter ~ —another fine product from 
model, the whole desk top is free for other work. We 

feel and we know we're more efficient since we installed A N 

ART METAL. Fill in the coupon and ART METAI rt 4éta 
will gladly tell you all about desks, tables or any other 


of the equipment listed below. 


: Art Metal 3 
rt éta Chairs ~ 
; 201 BUCKINGHAM PALACE ROAD, LONDON, S.W.! ! : sg 
: | Filing Cabinets 

SLOane 5201 ' 
' ' Filing Systems 
! Please send me Catalogue No. 609 and/or ' : s 
' ' Cupboards g 4 
\ literature for equipment ticked at right. i : 
\ r Shelving > ~¢ 
: ATTENTION OF i “ = 
‘one , Card Systems An ™ . 
' ! Planfiles \ Art Metal 
| ADDRESS ! noonse: ff 
i ' Partitions as 
! 1 
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The Econojet Attachment in use with 
Econoset Continuous Stationery is 
designed, by streamlining typing operatiens, 
to eliminate billing problems. 

The Econojet fits any standard 

typewriter, needs no special form of 

carbon paper or punched holes in 

the stationery and is capable of 

handling extra copies if required. 

Output can be increased by 78 per cent. 


A complete service comprising 

business survey, form design and printing 
is at your disposal. 

Equipment is supplied at no capital cost. 
PETTY AND SONS LIMITED . LEEDS 12 
Telephone Leeds 32341 








YOWRE NOT A MACHINE— 
SO YOU CAN’T WRITE CHEQUES... 


cad Getith ly -Aafoly-tn Cay 


as this PROTECTOGRAPH CHEQUE WRITER 


Only a modern precision-built cheque writer can 
make cheque writing easier, faster and safer in 
your accounts department. A_ Protectograph 
Cheque Writer saves countless hours of a busy 
executive’s time and adds a new prestige and 
security to anv organisation. These machines can 
handle from 500 to 1,000 cheques an hour. Banks, 
Government and Municipal Departments as well 
as business firms all over the country use them. 


Why not see a demonstration for yourself? Or 





get your secretary to send for illustrated literature. 


i 


Hand Ope: ated Model 74 

4ll electric models available PROTECTOGRAPH CHEQU E WRITERS 
HALSBY & CO. LTD. ROOM 45, 52 DEAN STREET, LONDON, W.I. GERRARD 4163 
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CLASSIFIED ADVERTISEMENTS |. _ MISCELLANEOUS 














d Pressure? Teke Rutin, the proved COMPTOMETER USERS 
, natural remedy in Rutin 7." 8/- from Health |, 
RATE—9/- a@ line (average 45 letters per line) Stores, Chemists or direct from Rutin Products We can repeir end rebuild all models 
Minimum three lines costing 27/-; each addi- +g. Wokingham, Berks irrespective of age. Your model "' K° 
tional line or part of a line 9/-. Box No ee ae - mechines can be converted to the new "992" 
counts as one line and is to be paid for WANTED style key touch operated motor rebuilt 
replies are forwarded free of charge, five per Addressograph equipment complete and/or machines (all models) fully guaranteed from 
cent discount for six insertions, 10 per cent abinets, frames, accessories, etc. Box No stock. Hire from £! per week. Comprehen- 
for 12. Payment with order for single insertion 352, </o BUSINESS.” 109/119 Waterloo sive service contracts. Consult the compto- 
9 
Road, London, S.E.I. meter specialists :~- 
DUPLICATE BOOKS Dictaphone ' Timemaster ' Dictating and Trans- K. LOWTHER & C 
Better Duplicate Books at lower Prices. Cut oe Machines wanted. Details to Director 18 MIBOLE | ey STOcxronr 
Specialist equipment enables us to produce 09 Twemlow Perede Heyshem, Lencs. : STO 4670 
attractive specially-printed duplicate book pying M e wanted. Must be in good 
et amazingly low prices. List free. Browr dition J able +t eproduce e and 
Ltd., Caldervale Works, Burniey, Lanc e matter. Det t hn Collings Lt 
ug Hci Coden Wi #23 2 es 
FOR SALE NEW AND REBUILT 5 re = Lid. 
nix internal telephone system consisting FULL KEYBOARD ACCOUNTING MACHINES az > bo 
wa and 6 table units, an be see * All equipment guaranteed for one year. — a 2 a 
working. Secretary Benenden Chest Hospits * installation with full After Sale and Main- re) Zz re) om uw 
ok, Kent, tenance Service. ea w =) _ = oe 
matic x bay Auto-Collator, conditior * Preparation of Systems a. a _ U — 
new. Box 1607. c/o " BUSINESS 09-119 * Training - Operators. a rr) Zz 6 Cel 
Naterioo Road, London, S.E.!. H. DURHAM LTD. re) and 
Kerdex. Roneodex and Shannovue cabinets 85 BLACKFRIARS ROAD, LONDON, S.E.! w a Zz on . 
es new. F. H. Jolly & Co. Ltd. 289 King WaATerioo 6081/2 oU- fe) 
Street, London, W.6. Tel. RIV 5381. > wr A ™ 
Stenorette Dictating Machine Office Equip “ame Time rADOAM ane e Zw 
sent Our “actinds ‘sre Gevotes tole tO ONE-TIME-CARBON SETS ° z=5* Zu 
the sale and service of Stenorette equipments 
end our service agreement ensures continuous ie) NCR AND PLAIN re) J g « a xr o * 
use without recourse to Manufacturers. We WA 5 w - [7] e 
ere unique in this respect, so send your next ° 
enquiry to the Stenorette Specialists, 227 O In Unit or Continuous form ° , >< 4 z 
Orford Road, Manchester, 13. Te!.: ARDwick a= = Gz 
ae. * men set or f t ~ 
Surplus Office Equipment for sale, including ie) —— = veal on ee ed ° ° x z =z a. 
Dictaphone Timemaster Dictating Machines to us for quoting will point toa Lid « oe = ° <= af 
U travox, Recordons, Emidictes, Stenorettes : . cams a. 
oldings, 39 Mincing Lane, Blackburn. 0 a ee eee ™ a a 5 w z 
" Addressograph ° * Machines (rebui!t-queran Zz 4 rr) ye <q 
teed), cabinets, frames, plates and acces. O LIBERTY PRINTERS .°) Ar z Ww =x 
sories. Nevard Dessoy & Co. Ltd., 102-!05 > 4 ie) > wi pe w 
shee Lone, Londen, EEA. 2) (A.R. & R.F, REDDIN) LTD. re) nn > FE 3 UO pe E 
New electric and reconditioned Staff Time 
recntda. eel an ele or shonthly: cet SUNNYHILL ROAD, STREATHAM q “xo '@) a = 
e terms. Business Equipment Service © LONDON, S.W.16 STReetham 7067 O Az on [- 4 = 
Henry Strest Works, Lymm, Chethire. | -cccacccecaceee civutdnibinosnaleaaee £v00c & 








are you a RUBBER BANDSMANP 





Specialists in 
RECONDITIONING 


STEEL and WOOD 
Office Equipment 


and all types of 
Upholstering 


<n RENay,. 


iy 


ftofiofio}so 









RUBBER BANDS of suitable size 
and strength can cut costs consid- 
erably and speed up production. 
In almost every industry rubber 
bands can be used to great advantage. 
We will gladly suggest ways in which 
yy rubber bands can save 
* your time and money. 
" Senply write or ‘phone 
for samples, details and ideas to 
COOMBS OF SURBITON Ph nt Ba otha 
SHEPHERD'S BUSH, W.12 
Sole manufacturers‘of ‘STANDARD’BRAND Rubber Bands SHE 2833 & 4081 
H. A. COOMBS LIMITED, Standard Works, Red Lion 
Road, Surbiton, Surrey. Telephone: ELMbridge 5201. 
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ACCOUNTING MACHINES 
Rp ’ & Ande n | 


Burroug! Machines Lid. 26 


ACCOUNTING SYSTEMS 


Kea 
Channor +4 The 


ADDING MACHINES 
Ad 
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Ltd. 


B 
Sum . ptometer 


ADDRESSING MACHINE 
ATTACHMENTS 


Fanf td. 

arr gon Ltd. 
ADDRESSING MACHINES 
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ADHESIVES 
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ADVERTISING GIFTS 
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AIR CONDITIONING 
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AIR TRANSPORT 


A ht inter 
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AUTOMATIC DATA 
PROCESSING 


AUTOMATION 


be trols 
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Bank Ltd. 
BOOKS & PUBLICATIONS 
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7" % 
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SYSTEMS 
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« x Pre ncust 


PLASTICS 


POSTAGE STAMP AFFIXERS 

Block & Anderson Ltd. 13! 

POSTAL FRANKING 
MACHINES 


tney-Bowes Ltd. 


PRINTERS & STATIONERS 


. — > 
Petty < td. . 28 


ons L 


PRINTING MACHINES 
acc 
Rota 
REPRODUCING 
EQUIPMENT 

& Anderson Ltd. 13! 
43 


RIBBONS & CARBONS 
C afr s R q af 


ROTARY REPRODUCERS 


Block & Anderson Ltd, 


Rota 
SEATING 


Act Wet 
{ 3 


SECURITY SERVICES 


Security Products Manu- 


3 
STAPLING MACHINES 
Rosen 2H. & 
STORAGE EQUIPMENT 


A 


TELECOMMUNICATIONS 


TELEPHONES & SOUND 
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Business 
AUTOMATION 
—at its best ! BLOCK & ANDERSON |, 


SEPTEMBER, 196 


make it 
A 


MARCHANT 


—make no 
mistake! 


Stand 65,!London B.E.E., 
Grand Hall, Olympia, 
October 3rd to Iith. 


iene send me details of the following 
Business Automation Equipment. 


Modern Duplicating Methods 

Systems Machines 

Visual Control Charts 

Photocopying Equipment 

Calculators 

Standard and Portable Typewriters 
) Adding Machines 
Book-keeping Machines 
Mail-Room Equipment 
Addressing Machines 
Banda Supplies 


= 





tee 


Head Office: Banda House. Cambridge Grove, Hammersmith, London, W.6, 


She just touches the multiplier keys 
and the answer appears at once— 
there's nothing faster than a 
Marchant full-keyboard calculator! 
And that's not all. 
Marchant's 3-dial proof and complete 
carry-over in all registers absolutely 
guarantees the right answer. 

Try it and prove it 

Set aside ten minutes of any day 

for a demonstration . 

those ten minutes could save you 
hours a day for years to come, 


ON-THE-SPOT SERVICE 
from B & A branches in 
principal towns 





Position 
Firm 


Address 


Tel: Bi¥erside 4121 (20 lines) 
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BUSINESS FINANCE 


F. W. Paish, M.C., M.A., 2nd Edition. 
The contents are completely 
revised and new statistics are 
incorporated to bring this new 
edition fully up to date. Invaluable 
to students of economics, bankers, 
stockbrokers, accountants, etc. 
15s. net. 


THE CLERICAL 
FUNCTION 


Allan Murdoch, A.C.W.A. and 

}. R. Dale, M.A., LL.B. 

A survey of modern clerical 
systems and methods dealing with 
all office management problems in 
the clerical context. For 
examination students. 30s. net. 


A MANUAL OF SALES 
MANAGEMENT 


Published under the auspices of 
the Institute of Marketing and 
Sales Management. 

For this book, twenty-one experts 
have covered, thoroughly and 
completely, every aspect of sales 
management. An up-to-date 
syliabus and survey of this fieid of 
management. 30s. net. 
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BOILER SUITS 


* BIB & BRACE 
OVERALLS 


* APRONS, etc., for 
MEN & WOMEN 


* COATS, JACKETS 


Write for PRICES and PATTERNS 


H. WHEELER & COMPANY LTD. 
107 London Road, Plaistow, London, E.13 
Phone: GRAngewood 407! (5 lines) 


“VOLE. 


RIGMEL SHRUNK 
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ABSENCE FROM WORK: Inci- 
dence, Cost & Control B.1.M. 


This accounts of a survey by the BIM dis- 
cusses the factors that cause absentee rates 
to be high or low, and suggests steps that 
can be taken to reduce absenteeism. 

10/11 post paid 


BUSINESS CHARTS 


Fifth edition of a short general 
the uses of different types of charts for 
illustrating business results Of special 
value are the 22 rules to follow in drawing 
up and using charts. 21/9 post paid 


T. G. Rose 
guide to 


How to Make 
Peter Spooner 


BUSINESS FILMS: 
and Use Them 


First comprehensive plain-language guide to 
making simple, low-cost films for product 
demonstration, selling, work study, staff 
training, industrial research, historical record- 
ing, ¢tc Shows also how to get the best 
results when sponsoring professional films. 

46/6 post paid 


THE CHALLENGE OF : 
EMPLOYEE SHAREHOLDING 

George Copeman, Ph 
An expert analysis of the practice and the 
results of experience gained with 50 existing 
employee shareholding schemes operating in 
this country and the U.S.A. A clear 
summing-up helps you select the scheme best 
suited to your company’s needs. 


19/2 post paid 


EQUIPMENT AND METHODS 
FOR THE SMALLER OFFICE 
Laura Tatham 
First book of its kind to deal specifically 
with equipment and systems for the smalier 
office. 5/- post paid 


EXPLORATION IN 
MANAGEMENT Wilfred Brown 


The chairman of Glacier Metal Company 
gives an account of its organizational system, 
and tells “‘ how an operating company was 
turned into a cohesive society.” 

31/- post paid 


FINANCIAL INCENTIVES FOR 
MANAGEMENT Richard C. Smith 
Discloses the actual plans and programmes 
used by some of the most progressive firms 
in the USA to boost profits in every depart- 
ment and set new earning records. 

68/- post paid 
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for business men: 
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HOW TO INCREASE SALES WITH 
LETTERS Earle A. Buckley 


Chapter headings include: sales letter con- 
struction, uses and leads; introductory 

foliow-up letters; result forms; references; 
letter strategy An invaluable book for 
executives, salesmen, and ail others con- 
cerned with developing sales potential and 
increasing results. 41/- post paid 


HOW TO SUPERVISE PEOPLE 
Alfred M. Cooper 


Covers the protiems of discipline, accident 
prevention, promoting teamwork, training 
operatives and delegating authority, and ex- 
plains how to deal with situations created by 
automation, communication needs, and pre- 
sent-day stresses in human relations. 

40/- post paid 
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INDUSTRIAL ENGINEERING 
HANDBOOK Edited H. B. Maynard 


The industrial engineering function, methods, 
work measurement, wage payments, control 
procedures, plant layout and design and all 
other important aspects of industrial engin- 
eering, in easy-reference form. 1,504 pages, 
6in. x 9in., illustrated. 112/6 post paid 


~~ al MANAGEMENT 
CLIN Robert N. McMurry 


ncn solutions, in question-and-answer 
form, to 89 common problems businessmen 
face in dealing with people A new and 
“* different *" book that’s already swept the 
States; just off the press. 36/3 post paid 


MAKE YOUR BUSINESS LETTERS 
MAKE FRIENDS James F. Bender 
Twelve ways to improve your business, and 
your job, by letters that promote good human 
relations. One particularly valuable section 


is devoted to direct mail shots. 
21/9 post paid 


MAKING MANAGEMENT 

HUMAN Alfred J. Marrow 
Case histories galore, showing how company 
managers are getting full co-operation and 
results from employees through the effective 
use of industrial psychology. 45/- post paid 


MANAGEMENT ACCOUNTING 
AND PROFITABILITY Cc. Bostock 
A full-scale survey of the service the account- 


ant can give to management. For managers, 
accountants and students. 19/- post paid 


MANAGEMENT TRABENG 
a 


Hacon 


Education and executive development officer 
with Joseph Lucas (Electrical) Ltd., Mr. 
Hacon discusses the training department's 
role in management and describes novel 
variations in methods of group training— 
directive, non-directive and participative. 
18/6 post paid 


THE MANAGER AND THE 
ORGANIZATION Eric Moonman 


Practical guidance in <« ining and com- 
municating information — through reports, 
attitude surveys, interviews, discussion groups 
and joint consultation, based both on experi- 
mental and research work and on practice 
in industry. 


22/- post paid 


bh 





MEN, MONEY AND 
MOTIVATION Arch Pation 


Executive compensation plays a major role 
in the realization of company objectives. 
This book makes it clear that money alone is 
insufficient compensation for administrative 
responsibility, and considers additional 
incentives suited to ay types of 
business /6 post paid 


NOW IF I WERE THE 
MANAGER .. .! Harold Whitehead 


In giving advice to managers and would-be 
managers, the author pokes fun at some 
business behaviour; but the book contains a 
wealth of practical business commonsense. 
13/4 post paid 


OCCUPATIONAL HEALTH 
NURSING Dr, F. H. Tyrer 


A far more comprehensive book than its 
title suggests—invaluable for any company 
with, or thinking of installing, a works 
medical centre. 29/6 post paid 


“Office Equi News” 
STANDARD REFERENCE AND 
DATA BOOK 
Ready shortly, this informative new guide 
will bring you full details of all worthwhile 

ce and systems 
available in this country «4 streamlining 
administration and . oe 

save e 1/- 





42/- post paid (Pre-publication orders 35/-) 


OFFICE AND WORKS CATERING 

. New 
An expert, directly concerned pom Toes 
Transport’s 180 staff restaurants and works 
canteens discloses the organization, methods 
and equipment needed to ensure good meals 
and catering services for office and factory 
workers at economic prices. 19/1 post paid 


PERCEPTIVE MANAGEMENT 
AND SUPERVISION 

Harry W. Hepner 
A searching examination of most of the 
human problems that arise in a work situa- 
tion, with pointers as to where the answers 
may be found. + post paid 


PROMOTION AND PAY FOR 
EXECUTIVES 

George Copeman, Ph.D. 
New, greatly enlarged edition. Based on 
interviews ‘in with 50 executives, 
this book describes how these men gained 
promotion, and deals with the 
involved in their climb to the aM 

36/6 post paid 
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PROFIT AND PERSONALITY 
IN RETAILING 
Leonard M. Harris and Ulric M. Spencer 
An authoritative and comprehensive new work 
on the principles and of — in 
this country, written the chairman 
managing director one of our aan 
progressive stores in collaboration with an 
cconomist and marketing researcher widely 
experienced in the field of distribution. 
36/3 post paid 


PROGRAMMING FOR DIGITAL 
COMPUTERS J. F. Davison 
A lucid, plain-language guide . ~ - 
tory details which Bnew 

computer work—written for the et . to 
the field as well as for the executive with 
over-all responsibility. 36/- post paid 


RECRUITING IDEAS THAT GET 
RESULTS Bernice Fry Mitchel 
This pamphiet from the USA suggests ways 


and means, new gimmicks and ge bo 
to advertise and attract the S enelenn 
post paid 


for the job. 18/ 
RETAIL BUDGETARY CONTROL 
& COSTING N. Thornton, A.C.W.A. 


much-needed book by a cost 
accountant widely experienced in the retail 
trade, which will help solve the w 
problem of cost and price reduction ile 
maintaining an adequate profit margin. 
35/10 post paid 


A new, 


THE ROLE OF THE MANAGING 
DIRECTOR George Copeman, Ph.D. 


Based on interviews with 68 ng 
directors and with altogether 300 executives 
im recent years. The only British book to 

y management from the point of view of 


the chief executive 43/9 post paid 


SECRETARIAL DUTIES 


A thorough survey ot everything the private 
secretary must know: covers Bu 5 
telephone, postal services, 

filing. office machinery, P.A. Y. . 
qualities, and much more. 16/- post paid 


, 


STUDIES IN MANAGEMENT 
Guy Hunter 
Des igned to narrow the gap between text- 
ks on the technique of management and 
"the actual feel of what management is, as 
experienced by the manager."’ 11/4 post paid 


TAX SAVING FOR THE 
BUSINESS MAN E. Toch 


Deals specifically with the tax problems that 
confront the business man, shopkeeper, 
farmer, etc. 19/- post paid 


TOP MANAGEMENT HANDBOOK 
Ed. H. B. Maynard 

Every top executive can benefit from this vast 
storehouse of the thought, practice and 
experience of 60 recognized leaders of 
business. 1,236 pages, 9 x 6, 146 illustrations. 
135/6 post paid 


UNIT STOCK AND STORE 
CONTROL H. Dennett 


Revised edition of the only British book to 
deal adequately with unit stock and store 
control for the retail om ¥ the multiple, the 
store, the wholesaler a the manufacturer: 
complete procedure; specific 
specimen forms. 


instructions; 
36/3 post paid 


WRITING THE TECHNICAL 
REPORT J. Raleigh Nelson 


An expert describes the many devices you 
can employ to make your a 
or of clarity, coherence and 

44/6 post paid 
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Advertising, 
Sales Promotion, etc. 


ADVERTISER’S ANNUAL 

™ only poe that gives all the facts 
res about ge services 

eat for planning — Se 2 

advertising U.K. or the 

Commonwealth. fy 50/- post paid 


ADVERTISING: A GENERAL 
INTRODUCTION Robert S. Caplin 


Presents a comprehensive survey of the whole 
field of advertising, from the invention of 


> te = + ae examina- 
15/10 post paid 


CAMPAIGN PLANNING 
Olaf coat 


EB the functions of 
wit ie planer hast sounder and ow 
arrives 


at his nha, Bt yy 
LP.A. 15/10 post paid 


THE CHANGING PATTERN OF 
DISTRIBUTION 
Nicholas A. H. Stacey and Aubrey Wilson 


YEAR BOOK AND DIRECTORY 


Contains more information, in greater detail, 
than any other ication of its kind. A 

* must “” for all who resent, serve 
or use Commercial 35/- post paid 


juce, 


HOW TO SELL SUCCESSFULLY 
BY DIRECT MAIL J. W. W. Cassels 


Revised fourth edition of the only British 
work giving authoritative and up-to-date 
guidance on every of direct mail. 
Contains 33 case histories, 200 successful — 
letters and a directory of am ies 
services. post = 


HOW TO SELL THROUGH 

MAIL ORDER Irvin Graham 

An everyday guide for everyous —_ by =~: to 

improve his mail order techni 

and maintain a profitable mail pony Wuslann. 
48/3 post paid 





A MANUAL OF SALES 
MANAGEMENT 


this first manual to 


procedure to be followed when 
industrial and consumer goods. 


31/6 post paid 


pagar Colin Mclver 


succinct, authoritative exposition, spon- 
Be py Ee of all the marketing ~ 
cesses whereby a brain c becomes 
mass-market seller. 15/10 post paid 


THE SELECTION OF 


ADVERTISING MEDIA 

J. W. Hobson 
This fourth, | ym An ae edition discloses 
simple ways of assessing the audience value, 
in relation to cost, of media of every type. 
Sponsored by the Institute of Practitioners 
in Advertising. 15/10 post paid 


SELLING OVERSEAS 
Henry Deschampsneufs 
A new study of the A gy ge of overseas 
marketing, based the author’s own 
experience of this wpe, of work. More than 
80,000 — of expert guidance, with many 
examples and eight fiuminating case histories. 
46/3 post paid 


SUCCESSFUL ADVERTISING 


FOR THE SMALL BUSINESS MAN 
Stanley Itkin 


This book shows how, with a little money 
and some imagination the smal! business man 
can increase his sales. Contents include cost 
control, planning, where and what to adver- 
tise, copy, classifieds, gimmicks, direct mail, 
posters, films, slides, gift schemes, etc. 
15/10 post paid 


WHY PEOPLE BUY Louis Cheskin 


What makes a customer select one product 
in preference to another? One of America’s 
most successful market research experts here 
provides the answers. 36/4 post paid 


LEE OE RR eee. 


Order Lforrnrn 


Business Book Centre Ltd. 
Business Book Centre Ltd., 109/119 Waterloo Road London S.E.1 


Please supply the book(s) listed below, for which 
I enclose remittance valued £ : ; d. 
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